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This self-study of the Ezra Lehman Library at

Shippensburg State College presents the analyses and recommendatioas
of two library task forces--one on organization, communication, goils

and objectives,

and one on user relations. The responsibility of tne

first group was to develop implementable recommendations for

necessary or desirable.

changes in the library's organizational

structure and communication processes, and to design an on-going
process for the formulation of gaals and objectives. The internal
library structure was examined using a systems approach and a
guestionnaire was designed to measure staff attitudes concerning
critical orqanizational issues. Seventeen preliminary recommendations
were pfoposea The secand task fcrce utilized data gathered o tge

service gpnctlans; the collﬂctlcns, and tha phys;cal fa:111tlés. Th e
survey, administered to classroom and administra*ive faculty as weil
2s a student sample, received a response rate of 47.5 percent and 58

percent,

respectively. This task force proposed 24 prelimipary

recommendations. Staffing and organizational charts, organizatipnal
grofile display, circulation and holdings data, the user survey
_questionnaire, and a memo outlining library support of the MBA

program are appended.
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SHIPPENSBURG STATE COLLEGE

Ca Shippensburg State Cﬁ1iége is one of -14 state-owned institutions of
higher learning in the Pennsylvania State College and University System.
Degree programs are offered within the Scheols of Arts and Humanities,
Behavioral and Social Sciences, Business, Education and Professional
Studies, and Mathemat1cs and Natural Sciences. There is a graduate studies
program offering master's degrees in 32 programs. An evening continuing
education program offers college-Tevel courses to working adults and
opportunities for full-time undergraduate students to schedule coursework
dur1mg the evening hours. The enrollment, which has been steadily climbing
since the 1950's, now stands at about 6, 04]=—4 530 undergraduates, 1A267
graduate students, and 244 continuing education students ,

The Ezra Lehman Memorial Library is a modern well-equipped facility,
‘cnnwen1ently located on the campus, that houses 270,000 books and 215,000
volumes in microfilm on open shelves. Nearly 1,500 periodicals are
currently received. Special collections 1mc1ude the 8,000-volume Alma
Winton Pennsylvania Collection and- a Rare Book Room which specializes in
Pennsylvania, a growing government documents collection, and & Media/
Curricular Center with more than 30,000 pr1nted materials and 60,000 non--
print items. In addition, the library is a member of ‘the Assaciated Cg11ege
Libraries of Central Peansyivanta which has resources of more than :
3,000,000 voltumes and 10,000 periodicals. To serve the students, the
Lehman Library is open a total of 89 hours a week :
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INTRODUCTION

In the fall of 1976, a group of the 11brary faculty, spurred on by

Dr. Scott Bruntjen, met to write the proposal for a self-study of the
“ ‘Ezra Lehman Memorial Library. Because the library has a close, unigue
relationship to all other disciplines on campus and because the library
faculty share the philosophy and problems of the academic community, we
felt that it was impofant to determine ine changing needs of the library's
patrons and to utilize modern library technology and management methods to
produce efficient, effective library services. The prdposal was submitted
to the tollege's FreféssianaT Development Committee to request a grant

which would permit us to hire a consultant. The Committee granted the
funds, and we hired Mr. Jeffrey Gardner of the University Library Manage-
ment Stud1és 0ffice of the Association of Research Libraries, Washington,
D.c.

=
Mr. Gardner met with the iibrary faculty, and later with the project

team, on three different occasions to present techniques for information
gathering, outlines for the various stages of the self-study, and many
‘other directions and suggestions. Under Mr. Gardner‘s guidance, ‘the
faculty divided into three subgroups to work on specific tasks to produce
an interim report. The resulting report contains a historical profile of
the Tibrary, a discussion of library goals and objectives, and the summary
of a 1ibrary user survey that was administered to a sample of college
faculty and students. After this the project team was formed, and the
- team began its work for the final report. Because the study was limited
by the amount.of the grant, the time available, and the small size of
the project team, the team limited itself to two task forces: one on
organization, cnmmun1zat1nn goals and objectives, and one on user
relations.

This report represents the cumulative TESU1tS of twelve months of
. discussions, interviews, FESEaPch and writing by those task forces. The
_project team feels that the gtudy has been an immensely worthwhile project
resulting in honest self-examination. It sincerely beliaves that the
recommendations are implementable and that their implementation should
resylt in 5trengthen1ng library personnel and services.

The 11brary facuTty thanks the college administration for its
‘cooperation and the Professional Development Committee for granting us
the funds that made this self-study possible. We appreciate the assistarice
and participation of Ms. Kay McFarland, Library Director. She worked with
us throughout the entire project, helping to edit and produce the original
proposal as well.as working as a member 'of the project team. We are
grateful tc the six civil service members of the project team for the1r
cantr1but1an§ and hard work. , ,
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The project team thanks Jeff Gardner for all his advice and for his
- .unfailing good humor. Our sincere appreciation goes to all members of the
library staff who labored to keep the library functioning while the team
worked on the study. We are also grateful to the staff members who read
the rough draft and shared their insights with us. , ~

™
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SHMHARY CHAPTER AND RECOMMENDATIONS
The recommendations of thé self-study team are hereby submitted to
Ms. Kay HﬁFérTand Libraryngre¢tGr> for her acceptance or disapproval.
It is the team's understaﬁd1ng that. Ms. McFarland will respond to the
_ recomnendations ‘in writing to the entire library starf an%ﬁ%a any cthér
persons she deems necessary. Those recommendations which a%e arcepted
will be imp?emented by_éither the Library Advisory Counéii, a boéy
‘established in the first recommendation, or tﬁe librafy faculty if the
council is not established. 1t is to be hoped that imp?emenﬁatiaﬁ can
begin with second semester, 1977-78, and tﬁat it will be a continuing

process until completed.

1. Name the "associate directors body" the Library Advisory Ecun;ii;;

2. Expand the Library Advisory Council to include representatives
from the civil service ‘staff as participating members. The library
‘director and repres;ntat1ves from the library faculty should meet with
the c1v1] service staff to elect council representatives. The civil
»serv1ce staff should determine the number of representatives, the manner
.in which they are elected, and the length of term. Terms should be
staggered to provide cont1nu1ty

3. Form three standing committees from the Library Advisory Council,

. membership whose functions shall be to gather information, to receive
proposals, to plan, to make recommendations in their respective areas to
the council and the director. . These standing committees shall be: the
Physical Facilities and Library Technology Committee, the Library Programs,
and: Pragram Evaluation Committee, and the Financial and. Personnel Resources
Committee. " The council should establish the scope of operation and re-
porting gquidelines for each committee. The results of these actions should
be communicated to the entire library staff.

4. Convene a meetfhg of the Library Advisory Council at least once

every two weeks to receive committee repcrts and to consider other business
to be brought before the aaunc11

&



5. Request that the library director define and jssue to all library
personnei formal guidelines regarding supervisory responsibilities to be
accepted and met by the faculty 1ibrarians involved. .9 '

6. Request that the Vice President for' Academic Affairs remove respon-
sibility for Campus Media Services from the library director and delegate
it to another administrative officer. -

7. Request that the Library Advisory Council charge an appropriate
committee with conducting an in-depth study of -al1 check-in functions,
routing, and the attendant record keeping, now in operation for library
meterials of a serial nature throughout the 1ibrary. The committee should
conduct #ts study during the winter semester, 1977-78, and it should present
its recommendations to the director and the council by May, 1978.

8. Request that the Financial and Personnel Resources Committee be
charged with drafting a mechanism that allows supervised individuals to
evaluate their supervisors. The committee should present its recommenda-
tions to the director and the council by May, 1978, with the program to
begin September 1, 1978. : o .

9. Regu1ariz§ co@%ﬁnication to and,frcmyfibrary'department heads and
the library director with individual meetings, at least monthly.

10. De-emphasize the person-to-person approach to and from the library
director and utilize the chain of command, with written memos when appli-
cable; clarify to the library staff what types of problems and questions -
should be dealt with through the chain of command; and identify when the
divrector is available for direct consultation outside the chain of command.

11. Establish the following fﬂrma{qged means of camﬁgnicatianfar
external and internal audiences to be supervised by one individual:

‘a. a bulletin board in the library to serve as an instant
communication device for library personniel to post memos,
decisions, announcements, etc.; * -

b. a weekly newsletter (for the library staff and a selected -
external group) to include, for example, selected new -
acquisitions, physical changes in collections and facilities,
policy decisions, staff attendance at meetings, Library
Advisory Council minutes,

c. a notebook at the reserve desk to contain copies of all
newsletters, policies, the calendar of events, council and

. committee minutes, and other information pertinent to the
Tibrary staff; and ]

d. a prominent suggestion box, with the appropriate publicity,
for receiving suggestions and guestions from students. All
queties shouid be answered by the appropriate department,
and selected items may be posted or published. - -

m



12. Continue fhe personnel schedule calendar that is posted outside
the 1ibrary divector’s cfficei

13. Adopt the FQ]TBW1ﬁg mission statément*

" Ezra Lehman Memorial Library conceives its mission
to be an essential component of the intellectual and
cultural missions of the college. The library fosters
the free interplay of ideas by functioning as an active
and creative force for the interaction of 1library. ser-
vices and resources with the campus community and the
]arger community beyond.

14. Adopt as on-going objectives: .

T

a. The Educational Objective wh1gﬁ responds to the need to know
by deve]eping 11brary users who are aware of and understand
the scope of . library resources, ara who are able to define
information needs and use b1b11ggraph1c tools for information

daccess;

b. The RESQUFie Development Objective that continues to acquire
and to develop resources, both personnel and materials, that
are appropriate to the edUﬁat1anaT research, and service
nrograms of the college; '

c. The Resource Management Objective to organize, suppart
interpret, foster, plan, and review the 11brary prOQrams

and goals.

=

15. Encourage and deve?ap Tibrarians to be educators and information
specjalists who interact with the 1ibrary communities. (For example, begin
- a public rélations program for public services that would inccrporate
library instruction and collection evaluation/development roles for the

academic community. )

16. Institute career development programs that prav1de for better
utilization of library personnel in terms of job satisfaction. (For example,
encourage the part1c1pat1on of 11brary superv1surs in training pragrams to
develop superv1sary skills.) : :

17. Continue to identify and participate in the instituticﬁai planning
process. ' ' -
- 18. Institute the performance eva]uat1an program as set forth in the
Append1x of this repart

19. Reconstruct the "1ibrary user survey" to obtain more. specific and
meaningful information concerning-the quality of services at the public
contact points; administer the survey on a periodic bas1s to assess service

quality and to ascertain the users' needs.

‘510 : | |
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-20. Design a method to evaluate the library instruction/drientation
pfogramgrccntent and technique.- (For example, provide a general library®
. instruction program for graduate students. ) ) I

21. Evaluate the services provided to and the needs of library
users during summer sessions. : '

22. Charge the Committee on Physical Facilities and’Library Technology
with studying the security situation at the circilation desk to determine
the need and feasibility of initiating a more thotough- security system,
perhaps an electronic detection: dévice. . '

23. Charge the Committee on Library -Programs and Program Evaluation
with the alignment of staffing patterns for thg puhlie service points in
relation to the expressed preferred hours onuse & shown by the results
. of theslibrary user survey. (For example, “investigate the-length of time
necessary “for getting to graduate students the microfilm photocopies which
_ they have requested.) ' .

24, Charge the aEpropriate Library AdviscryVCcuncii comnittee with. -~
determining the feasibility of providing those added services indicated
as desirable inwection 13 of the library uSer survey. (See Appendix)

'25. Request that the Vice President for Academic Affairs remove
responsibility for produ.tion and distribution of identification cards -
_from the Tibrary and reassign this function to another office. .

26. Establish a toll free telephone number for the useraf ]ibréry
patrons. ' . . N A _

27. Install arthirdVéainfcperated.phatocopying machine.

28, Charge the Public Services Department with arranging the géngra1
collection in a continuous alphabet, beginning on the lower level with
A to D in place. . :

29. Request the Reference unit and the Cataloging Department to
present a proposal to the Physical Facilities and Library Technology ¥
Committee concerning the optimum use of space in reference and cataloging
areas. ; ’

- 3Dé: Request the maintenance administrative officer to study the -
heating{gcoiing.prgb]Emiin,the Tibrary and to present ‘possible solutions -
to the library director. . :

31. Reauest the Public Services Department to survey the library to
determine the need for directional signs and to present a proposag] to the
Physical Facilities and Library Technology Committee. .

3. Requést;thaf the Vice President for Academic Affairs relocate the
Library Science Department in suitable space outside the library building
by 1980. . - - ' ' .

il
*gk,,.



"33, Charge the PhySica1QFacj1ities aﬁd'Libréry Technology Committee
with actively studying the locations of departments within %ﬁjsting library
gpacei‘with a report to.be prgggﬁxed*bijecembér,,198@;-'”;*

" - 7
3

34... Charge the Physical Facilities and Library Technology Committee
to have as a major responsibility keeping abreast of the new technology in
, order to investigate alternatives to the traditional card catalog, with a
. preliminary report-to be jssued by December, 1980. ~ " -

35. Actively pursue the restoration of a library,addition to the
» ‘capital expenditure plan. of the College. .

. 36. fEstabT?sh a complete®collection use mon toring systém that will
- provide timely user satisfaction rates, collection profile and use informa-
tion, and other data that will aid the collection development process.

37. Charge the Committee on Financial and Personnel Resources with
- recommending the allocation of the library materials budget as part of
its responsibility. , R ' v

_ 38.'. Charge the Committee on ‘Financial and Personrnel Resources with o
establishing a written collection development policy by July 1, 1978, that
-provides for the optimal expenditure of the library materials budget in
relation to institutional objectives and that meets "Guidelines for the
Formulation of Colgction Development Policies."]

%\ "39. Request that.the Collede President’grant the library the authority .
to begin to expend its annual materials budget with the first month of the «
fiscal- year. by transferring library funds from discretionary to fixed costs.
~ 40. Request the Vice President for Academic Affairs to work with the

~ college business -office to develop a .reporting system that will tell the
. acquisitions librarian on a timely-basis the orders actually placed, the
amount of the budget expended, etc.

- 41. Charge the Committee on Physical Facilities and Libréry Technolagy

to investigate the feasibility of an automated acquisitions system, which, .
. among other things, allows the user to determine the current status of any

order. o S e '

- 42. Strengthen the;currentr“fiéidlacquisitians" work by assigning
s specific 1ibrarians to work with specific schools/departments and to serve
or schools' curriculum.committees. @ . ‘

& ,
:

— , ‘ -
14.L.A. Resoirces.and. Technical Services Division Collection Develop-
ment Committee. "Guidelines for the Formulation of Collegtion Development
Policies," Library Resdurces and Technical Services, V. 21, No. 1 (Winter,
- 1977), p. 40-47. . ) T o o .
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~ .7 ... TASK FORCE ON ORGANIZATION,. -
COMMUNICATION, GOALS AND OBJECTIVES
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The Task Force on Drge z tien iemmunieatien’ and Goals and Objectives

had as its, respens1b111t1es the deve1opment of 1me1ementeb1e reeemmendet1ons "

fer necessary or des1reb1e changes in the ]1brery 'S ergan1zet1ona] structure
\ "

*,end commun1cat1en precesees and the des1gn of an en\§p1ng proeess for the

"\
fermu1at1en-ef goals and objectives. In rder to achieve th1s, the task

'TTE?EéigﬁﬁﬁfV%deafihﬁemﬁﬁe”fgi?eﬁ%hg'ehree bodies : Subgreup on 9rgen1zat1en,

whieh-stressed staffing petterns,zeiarificaéien ef individue? fespensibi1ity,

’ end superv1eery roles/chain of eemmand Subgreup on Cemmun1eat1en, which

emphes1zed mechen1sms fer eommun1cet1en, f1ow ef 1nformet1en vertically and

'*1 ,e 11y, and externe1 conmun1eet1en and Subgruup on: Gee1s and 0b3ect1ves,

=

'\*xéwh1ch cons1dered JGb set1sfeet1en and’ career deve1epment ech1evement .of the

'*z“friibrery s m1ss1on, end perfermence measures Jn its attempt to des1gn an on=

In eengunctﬁon w1th the efforts ef the 1nd1v1dua1 subgroups in the1rz

%

o ;]respeetive areee the tesk feree 1ssued a que5t1enna1re te measure staff

- fee11ngs concerning .critical organ1zat1one1 1ssues The task faree hoped

’ Ete ge1n an 1nd1eat1en of the e11mate ef the 11brary as a whe1e The "instru-

r_bas1s ef the data gathered a pref11e was creeted for the 11braryﬁchareeter— .

S

'“;'ment used was the ARL/DMS Drgen1eet1ene1 Pref11e Quest1enne1re On the -

1z1ng patterns in supervic 1en met1vatieﬁ; cemmun1cat1en, dee151ens—*gea1s,
perfermanee review, end tre1n1ng The eensu1tent exp1a1ned that seeres

eppreeehing 100 1nd1cete pes1t1ve ett1tudes in a g1ven area (e.g i geed

: commun1cet1en thh morale, t1me1y dee1s1ens, etc. ) and that the norm for -

: most 11brer1es renges between 75 to 80. As the chart shows, the 11brery s

Tis B B




ipref11e fe]] beiaw the norm in each of the seven categﬂries (See Appendix) .

These resu1ts underlined the need for 1mprevement in areas already s1ng]ed
out for 1nveet19et1en -by the task force. In addition to lending impetus to .
efforte a]ready begun, the results emphasized the need fnr implementable

&

recommendations to improve what were perceived as problems in the Tibrary.

ORGANIZATION

- The Ezra. Lehman Memorial Library is tred1t1ene]1y organ1zed a]eng

departmenta] lines W1th eaeh department PESDDHSTb]E for eerta1n tesks,

’_preeesses or functions: for examp]e, the prev151on of reference service

to the 11brary s clientele, the eate]ug1ng and proeess1ng of library mate-
-rials, and the arrangement and pub11c serv1ee aspects of ‘the per1ud1ea]
collection. Each department 15 staffed by one or more faeu1ty 11brer1ans,
by one or more C1v11 service persens, and by varying numbers of student’

!werkers, Departments report te the library d1reetor threugh the faculty

- Tibrarian designated as depertment head. (See Append1x fer ergen1zat1en

“and staffing charts. ).

The 11brary s administrative fo1ce cons1ets of the 11brery d1rector,

her secretary and the dup11eat1ng machine Dperater The director is respon-

sible to the ee11ege adm1n15tret1en fer the qua]1ty of service prev1ded by

-the library, fer the develepment of the 11brary ee11ect10n for piann1ng

and eva1uat1ng 11brary programs, and fer 311 budgetery matters As a member
ef the aeademle adm1ﬁ1etrat1on, she represents the library to the eo11ege )

cernmn1ty threugh membership “on the Dean's Council. She reperts to the

_-college adm1n15trat1gn through the Vice Pree1dent for, Acedem1c Affairs.

1@14 -



In addition to her responsibilities for the library opefatgcn, the director ‘
aTsoghéaﬂs Campus Media Services, which consists of one faculty member, two
civil service staff, and fifteen student workers.

The Acquisitions Department is responsible for most aspects of book
collection defa]cpment and maintenance and far;caﬁp1ete control of the
1ibrary materials budget. Campus-wide input regarding suggested purchases
is sbught in order to pian the expenditure of\iibra?y'funds to support the
college's academ1c prggrams The department prDCESSES and orders most

:11brary materiaTs and rece1ves all mater1a1s and supp11es

:Z;mﬁfﬁémﬁﬁﬁiﬁc Services Department has responsibility for all aspects of
reference service, c1rcu1at1on control, the government documents collection, -
_ and 1nter11brary loan. This department acqu1rés mater1a1 for and maintains
_ the cnrparate annua1 reparts and government documents tg11ect10ns. Librar-
ians in th1s department develop and adm1n15ter pragrams of 1ibrary 1nstruc-

tion to entering freshmen and; to 1nd1v1dua1 ciasses both undergraduate and

“graduate

The Serials Department . is respans1b1e for the deve]npment and mainte-
nance of the per1nd1ca1 co11ect1an wh1ah includes hard- capy‘and m1craf11ms, '
. and for providing access to the ca11ect1gn for the library's. c]1ente1e It
'alsa’méintajns the @achinery necessary for the use of the m1§rgf11m collec-
. tion. _ ‘ N
_+ The Mediaicurritular Center houses several book coliections, most a%
the library's snftware mu1t1—med1a equipment, and many Dther :ﬂllegt10n5,>
;far example: p1ﬁtures ‘pamph1ets, maps, s11des, transparenc1esﬁ The-staff
» is respﬂn51b1e for deve1ﬂp1ng, acquiring, and. ma1nta1n1ng the collections’
and for prcv1d1ng pub11c access tu them. Lata1ag1ng and pracess1ng for

same mater1a1s is dane by the center s .staff.
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The Cataigg%ng Departmént tﬂta]égé and prccessés all monographs and
continuations ng'Iibrarythiiettians including reference, general, Pennsyl-
vaﬁia, rare book, and the library of theuRow1and School for Young Chi{dreni
Books and non- -print media for the Medté/ﬁurricuTar Center areihand1éd9by
this department in COnJUHEtTDﬂ w1th the center's librarians. The-staff is
respons1b1e for filing and maintaining 311 public catalogs and 5he1f11sts

in the library except those in Media/Curricular Center.

"The 1ibrary Qf the ’Rgﬂ]and Schao) for Young Ch11dren serves pup11§

and teachers of the s&hoo1 and members of the academic community. The
I

fatuTty 11brar1an in charge selects mater1a1s fcr the 11brary and super— -

!

vises all service functions.
The Facu1ty librarians and the/11brary d1rettur constitute a. group

'wh1ch is not shnwn on the 0rgan1zatpnn chart. They meet on a biweekly bas1s

to share 1nfarmat1on, to de¢1de~changes in 1ibrary pb11cy, and to furmu]ate

’gnew pﬂ11C1ES— They also d1scuss other 11brary -wide concerns, and they

engage in.short- and 1ong range planning. Decisions reached by this body S

“are then cgmmun1tatéd to the departmentaT i.e., 1mp]ementgt1@ng 1evels.

- A number of cgnm1ttees exist as sub—sets of th1s body. They Funttiaprﬁith

5w1de1y vary1ng degrees of reguTar1ty and effect1veness

Policies and dec1s1nns are a1sc made as the var1au5 department heads

report to and cnnsu]t w1th the~ d1rectar These pn11c1es and q§;151ans are

then to be relayed to the persanne1 in departmpnts involved. = 0

The director 3153 eets with the. c1V11 serv1cé staff as circumstances

‘require to 1nfcrm them of . decis1an5 and po11t1es f 11brary-w1dgﬁsign1f1- ;g,

cance which d1rect1y-affe¢t them. C1v11 service re1ated problems are also
ditcﬁssed

Aithuugh each department has its own basic tasks and staff, there is

. ﬁup}itat1qn in various techn1ta1 funct1on5 and 1n the ut111zat10ﬁ cf

I ,”fft,édﬂtm,_tjjﬁt,ttmwig‘t.1;(5,TQZTM7Q,f,t A




personnel throughout thé library. For éxamﬁ?ej the Medialcurri§u1ar
Center, the Public Services Department, and Serials Department all initiate
Qrderé for materials outside the acquisitions system. To varying degrees
these departments also organize materials for the public outside the cata-
lng1ng s;étem 7 '

l ‘ During the past year, faauIty librarlans in the Public Serv1¢es
Department have assumed more reference responsibility because the depart-

ment has grown by the addition of one full-time librarian, formerly a

——member of the Cataloging Department. :However, all faculty 1ibrarians

Feipate—irpublies g-reference-assistance-to some -

eryiceby-providing

“extent. Most are included in the weekly reference desk schedule, and all

1ibrarians share in cnver1ng weekends. n o

Civil serV1ce staff who work in pub11c service departments deal with
the 11brary s ¢lientele as a narmaT part of the1r duties. As they wark at
the ‘card cata]og and in nther pub11c areas, c1v11 serv1ce staff from the
=techn1cal serv1ce departments also meet the pub11c The staff cgnt1nua11y»

demanstrate thETT concern fcr the 11brary by w1111ng]y wcﬁk1ng in areas

other than the1rgﬂwn on a tgmporary basis when they are needed.

The Drganiéation chart does not present a complete picture of the
11brary s organization or-its funct1an It is accurate as %f dEpiéts the

'idepartmental structure of the library, showing direct reporting- lines beQ

- tween each department head and the 11brary;d1re¢tnr In.general the depart- .
ment heads are p1eased w1th the free access which they have to the d1reatar
Given the small size of the 11brary operation and the library staff, the :

_ department ;be;ads;hin,k_,tbgt-a,,migdjﬁ management layer would serve to impede
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\
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+he flow of comunications and dee1e1pn-mek1ng %he direttpr Eeiieves ;
' ;“etremg]y*thet she should maintain an open-door "solicy so thet eT? members
'pf'thetiibrery stetr may feel free to talk with her on any issue.

- Hembere of the subgroup 1nterv1ewed all depertment heads. In generei,
department heads Fee1 that they have the agthority tp menege their areas at
the operational level. SuperV1epry respenerb111ties ere not formally de—
fined, and some department heads expressed the need for 2 definition of

their eethpr1ty in the area of perspnne1 action. Hpst department heads

" feel that their supervisory skiils could be imprpved “and that a training

“‘_”_‘“’experienEE’wou1d‘be heTprTr:E——*'”' =
The group epmppeed of the faculty 11brar1ans aqp the l1trery director ¥
epnet1tutee an "aesee1ete directors bpdy“ regereing many deeﬂe1ene and S
pp11c1ee Beeeuse e11 feeu1ty 11brer1ane whether or. not they serve es
department heads ‘participate at th1e Jevel pn an equal basis, there seems
to be w1despreed understanding of and epmmltment to dee1s1pns and pp11e1ee

The e1v11 serv1ce steff Shpu1d be represented pn this "bpdy " By brpaden- )

ing the membership, ferma11eed 1nput would | be reeeived Frpm a 1erge segment
B . of the 11brary eteff new unrepresented at the policy 1eve1
Permenent cosmittees should be formed by th15 grpup tp gether infprmea

t1pn reee1ve prpppse1s, and meke recpmmendat1pne -The “aeepeiete d1rectprs
bpdV“ shpu1d eet pperet1ena1 and repprt1ng gu1de11nes for. the epmm1ttees»
F1ne1 euthpr1ty for the ?1brery S ppT1e1es and dec151pns hpwever, must
reme1n w1th the d1reetpr Proper funct1pn1ng pf these. comittees shpuldg
.prpv1de¥prgan1zed broadly based, reaspned input’ for- the library director
and the'“eeepeiate direetere body. " Sueh permanent epmm1ttees wpu1d |
obviate the pro11ferat1pn pf ad hoc cemmitteee, theyewpu1d reTIeve the

jdirectprgpf time-consuming leg wprk, and they would use the taiente and .




o
expértise of the 1ibrary staff, which in many cases are not now completely

=l

utilized. {See Rec. no. 3)
During the past twéive mcnths a sh1ft in nersannal deployment taward
the public service departments has Dccurred Withﬂut the cn@peratTye,
F]exibié attitude on the part of the staff toward changes in respgm51b11ity,
the effective operation af the 11brary would have been ser1cus1y hampered. N
Severa1 internal and external cdnstra1nts have nec3551tated the changes: \R“\‘x

uti11zat1uﬁ of OCLC-based prncesswng for most TTbrary maieriais& 1n§reazin§

i.

e IQSS oftwo civiT ggrvfée ﬁDSfETﬁﬁg_“Eﬂd‘r déf?éagﬁﬁg'ﬁuﬁget for- TTE?§FY

\
1

mater1a15 _ : ST

. Student warkers CBhStTtutE‘a vital part: af the 11brary staff. They
pE?fDrm a w1de var1ety of tasks throughout the 11brary M1thaut@§he stu—
dent wnrkers in, pub]1c serv1£§ areas, it “would 11teraT]y be 1mpgss1b1e £0
pr0v1de adequate SEFW1GE to the Tibrary's gl1enteTei Library staff members

are generaITy sat1sf1ed with tra1n1ng wh1ch students rgce1ve on. the JQh

A

They Feaﬁlze that ‘group tra1n1ng programs for student workers cann@t be
¢ organized eas1iy given: the nuts1de constraints of students academ1c

'P! =

schedunes - Lo

The 11brary d1rectnr s time is also a va1uab1e persanné1 resuurte for
the Eibrary A s1gn1f1gant~am3unt of her t1me, ncwever, is current?yican-*
sumed by the respcns1b111ty for aperat1ng Campus Media Serv1§$s ThTS 15‘
perceived asﬁan excess1ve drain on the library's a1ready Timited Fesources

Attent1on shnqu be g1ven to the techn1ca1 funct1on of :heck -in and
routing for cgrta1q types of library mater1a1sf The 11brary 1acks a stand- .
érdized system for. the handling Q% serial items, continuations, and docu-

ments.” In some instances duplicate records are kept by two 1ibrary - -

e




rdepartﬁénisg A streamiined method of handling these materials would be
more éff%gient, and 1t would relieve ﬁub1ic’5éfvice departments. of some

" technical tasks.

CCMMUNICATION
t—— - »f.hev14§raFy!uses -many means af communication tn reach its;interna? and
:??_zz:t:sa;iEEmalgaudlences*._Each audience can be subdivided into several groups
The @ut11ne beTaw T1sts those grcups and the methads used to ccmmun1cate
with them. - o - - o ' -
N e - External audiences - ST b
“-o . A. Facuity o ) S
T 1. Memos® from . B ~
e a. Aéouisitions Dépa}tment o - - i
T 1] Departmenta’l a110cat1ons (when budget
perm1t5) . i
[ T 2) -Ordering prueessa4nferma£4an-«=~F—f:x¢—m;—wx¢wwc%;a
S - : ! 3} New acquisitions (return_of pracessed T
. - L order cards) _ : ——
4) Cancellations ' T e
. '5) Library faculty 11a1scn w1th departments -
=~ §) Gift acknowledgments
7) . Distribution of EHDICE tn academic
o departments ;
b. Circulation :
' 1; Overdue netices
. 2) Reserve notices .
¢. - Media/Curricular Centef -
1)} Overdue notices
'2) - Létters-concerning missing components
d. Reference -
1) Inter11brary loan notices
_ - = 2} Communications with/faculty concern-
. " ing special assignments - 5
O — . e. Serials—Department : o ’
1) Annual contact with departments
o - ‘ concerning renewals and de1et1ans
e . ~ '2)- Overdue notices , )
o “ B o 3) “New acquisitions 1ists.




B 2. FACT
= ' 3; FIB ’ k
. 4. Hembership an facu1ty camm1ttees, Library

~and Media Councils, etc.
5. Informal communications °
1. - Hearsay -
b. Parties, mealtimes, etc.
c. Special projects, exhibits, etc.
d. Dther meet1ngs, i.e., APSCUF etc.

B. Administration
1. Memos
2. Overdue notices

3. FACT ' e

4, Slate . .

5. ‘Contacts of the Iibrary director
a. Academ1c Eean s Ccunc11

- i ‘P‘é31deﬁf‘f0f Academ1c Affa1r5
: c. Informal communication with the.President
~d. Administrative Council contacts, e. g . .
= . Covey and Klinedinst ’
SO - L1brary’fatuTty‘meet1ng’m1nutes
' 7. Annual réport - ‘

8. Informal communications Coe
9. Membership of 11braf1ans on campus camnittees

f
.
sk
p

ﬁ; Students . . . o
1. FACT | | :

. 2. Slate
S 3.. College cata]ng
LT ——4-—Qverdue“notices, et~ T

5.. Student handbook {Swataney)
6. Posted announcements
:7. Special projects, exh1b1t5, etc.
. B: Student workers
) 9. Library orientation
. D. Alumni - :
: . 1. Alumni Newsletter and other releases of the
-+ Alumni- Office
2. Press releases (0ff1ce of Public Relations)
o : 3. Gift acknowledgments
N N 4. Special occasions: Alumni.Day, reg1una1
o ‘ . alumni meetings, etc. )
AN 5. Informal communication

%“a, E uts1de world _ Lo .
~ - 1. 0ffice of Public Relations’ .
\R%x\ 2_ Professional library journals . :
%\aq. Gift acknowledgments
~4. Exchange lists ) :
SKx\State College library d1rectnrs meetings
ang minutes ;




6. State College librar:ans' meet1ng5

7. Individual publicity, e.g., interviews, etc.-

8. State and federal reports, e.g., HEGIS

9. Community services, e.g., courtesy cards

0. Associated College Libraries of Cenfral

— Pennsylvania

11, Special ;projects, e. g., Eeneaiogy warkshnps,
DaVinci week

12. OCLC and PALINET newsletters

13. Interlibrary loan transactions

14. Other professional argan1zat1cns and

activities
15. Involvement of librarians in career services
, meetings = : ~
e , 16. Informal communication : '

II.  Internal audiences

T 1. 'Department heads” o
’ * 2. Library faculty meet1ngs : : ' ' :
3. Memos - o i )

) - .B. Librarians tn 11brar1ans o -
T 1. Library faculty meetings o R
- 2. Agendas _ _ - T T e
3. Announcements : - ' -
4, Minutes '
; 5_ Policy statements : .
: C. Librarians to civil service staff R
e} - —Pepartment-mee tingss—iven; Eata?ﬂging-ﬂept;~**ﬁ'”*jfLi%—yv———
Public Services Dept., etc. < o N
.2, Department memos . _ 3
D. Director to civ11 service staff and vice versa
1. Staff meetings : © 4 S
” 2, Memos’ ,
U N Suggest1an box ' : : .

E.  Library personnel to and from student wcrkers

Analysis and commentary

After iﬁterviewing 11brary'staff members some ﬁrab]em areas were y
1dent1f1ed vaneven part1:1pat1dn of c911ege faculty.in baak arder1ng,

desp1te mEmcs From the acqu1s1tiuns 11brar1an 1nd1cates the need to -

trengthen the library' 5 cantacts in this area. Fany c]assraum facuity .




’seemfiarQETy unawafe of new acquisitions or-present library holdings in
~ their Suﬁject fields. This shaws the need for better;pubiicity and for
the 1ntens1fication of Tibrary liaison with other academic departments

&

It was noted, deEver, that in dealing with the faculty, 1nfcrmaT gantacts
'are some times. more prﬂduct1ve than fcrma1 cgmmun1cat1ans )

The ex. 1lence of 11brary relations w1th the A]umn1 Assoc1at1on is -
demanstrated by the a?umn1 s enthusiastic support of the Lcya1ty Fund drive
during the past twagyears. Money received through the Alumni Office and

from individyal donors enabled the 1ibrary to ceunterast somewhat the

ﬁé’ﬁfﬁ“crfﬁp11ng effects af a sharply curtailed 1ibrary materials budget.
' There shomd bé some form af c:omnumcat*lcn wh1ch waqu st1mu1ate stu-
~ dents to a much wider use of the 1ibrary's resources. There shauld a159
" be an effective method for receiving more input from students_cnn:ern1ng
11brary PG11ETES and acqu1s1t1ans ' |
. The internal aud1ence for cammun1cat1gn cons1§t5 of the 11brary staff, ,i

‘¥A1though_ngt s 1arge as the extérnal audience, the: 1nterna1 one is equal1y -

- as important. Far‘the purpose Df this ana]ysis various groups w111 be

&

1dent1f1ed 7
Mnst of the cummun1catian5 rece1ved by the d1rectar from the librarians
‘ arefram the department heads. These communications do rot occur:on an
’organEZEﬂ basis. They are %Pregufar and depend iarQETy on the individual
and the. situation. They also tend to be oral rather than written. This
sometimes creates prGBTEms of ver1f1cat1nn ‘or emph351s.* ‘
s C@mmunicat1gn that ar1ses From the dec1sicnamak1ng pracess ténds to
'Béaéonveyed on a persﬂnsteﬁperson basis. For ‘some 11brar1ans this can
}iiﬁ ' undermine the 1mpact of the message on'occasion. Samé commnication may

be averloaked. For exampie, personne] have been temparar11y redep1oyed

-




without the heads of the affe¢ted departments being apprapriat61y not1f1ed
‘ Estab11shed procedures have scmet1mes been bypassed in ardering mater1a]s
| for the Med1a/Curr1cu1ar Center and in déal1ng w1th the b1ndery,
| There is a strong des1rs that the chain of command be employed con-
sistently throughout the 1ibraryi Thus , department heads should be the
vehiciES'er éammuni;ating to departmental personnel. This -is not to say
that the director's “open-door policy" should cease. It should, however,

be cTar1fied to the stafF under what conditions the chain of command may

be bypassed

Commun1ca$ﬁﬁns fram the d1rectﬁr tD c1v11 service personnel are &
sinilar to those. ment1oned above, When: cha1n of command is sidestepped ©
' to direct a c1v11 service persan, that persan aan be p1aced in an awkward
pasitTQn. Decisions should be- reached between the d1rectcr and department
heads befare act1uns are taken. )
Cﬁmmunicatian to the civil service staff Frem both the director and .
s he ]1brar1an5 _has been“generaiiy descr1bed as poor " As a_group the c1v11
service staff feei that they are nat 1nfgrmed of dec1s1cns made in 11brary ;
,facu]ty ‘meetings, the d1rectar 3 off1ce, and library departments There
!is 11tt]e nr no. effart made to sc]1c1t advice from E1V1] serv1ce perscnnei
befﬂre dec1sians are made.
_ The cewmun:cat1nn between individual 11brar1ans depends éntire1y on’
" the penp1e invaTved, -Some was-described as 'good, some as bad. Cha1n of - .
‘command is often not-used; and sometimes there is inadequate.faliawﬁup' ’

»  communication to all department members.




PERFORMANCE_EVALUATION, GOALS AND OBJECTIVES

7
= : : . 5

1

In response to the spec1f1c charge to design a DFDEESS for the
deve1opment of broad, on-going DbJECt1VES, departmental obgect1ves and
- ind1vidua] ;;Eﬁ?~(t§k1ng into consideration job s;tisfactwan ;gﬁ,carger
dévé1o§ment 'performance_ﬁéasures, and aghievement of the library's”
mission), the Task Force on Drganizatign, Commun;ﬁat1an, and Godls and

Qtiect1ves urges the adcpt1on GF a performance eva1uat1cn program based )

‘ﬁanperformance goals to be developed for each unit and each individual

in the Tibrary:—(See—Appendix)—Theconcepts ant ~and-proceduressuggested
Fcr the 1mp1ementat1cn of such a program are based 1arge1y on those set

faruh in Staff Ferfarmance Eva1uat1un Pregram at the McE111 Un1ver51~g,"

Libraries,1 a publication resulting from a ;e1iabnrat1ve project of the
fo1c2fof Univergity-Librarthanagement Studies and the MchIT University
Libraries. |

Un1t goa1s are t@ be based on the nvera11 abgect1ves and genera1

mission statement as’ Formuiated by th1s task farce and aPPPDVEd by the.

1ibrary facu1ty, civil service staff, and director. (See Rec. nos, 13 & 14) ’

i

In turn the un1t performance goals will prav1de the rat1nnaTe for ‘the

'respgn51b1l1t1es of each staff member, and for the def1n1t1on of standards

for the performance QF those respnn51b111t1es. These W111 form a h1erarchy fj

‘ﬂf obgect1ves and gaaTs in which: 1nd1v1dua1 and. unit goa1s are. u1t1mate1y N -

: Eompat1b1e with the Dveral1 11brary objectives and m1is1an‘statement_

2
5

S o i : B : - [

— ]Assaciat1on of Research L1brar1es Un1vers1ty Library Management
Studies-0ffice.  Staff Performance Evaluation Program at the McGill Univer-
sity Libraries: A Program Descrdptign of a Goals-Based Performance -
Evaluation Process with AéeampanyTng querv1snr 5 Hanu51 Washingtori:

( The Assec1at1on _1976. ; x L




“The effect sheu1d ‘be to involve eaeh staff member in the deve1epment of .
L5u1teb1e goals and re1eted standards of peefermance to prov1de a day to ;;L°

~ day pattern for h1s or her own wark. o e

//h ' The aesumpt1an 15 made that recegn1t1en and we1ght1ng of a work un1t s

=_'act1vit1es een he!% be reached 1n a greup d1eeuss1en among 1ts members
SupEFV1SGFSE sheuid 1eed such d1scuse1en5 and thereafter monatcr the wark

‘ pfpgfam decided upen,'keep1hg'1t in. Step w1th the 11brary s overaT1 serv1ce 155w

oy

objectives.

. This euggested pregrem 15 based on the essumpt1en that the 11brery : o

’%f"”;‘”“staff“went to-do their ijS well and- that ‘they- will-do-so- if- they know whet—r~——¥

is expected eF=them They ere most,11ke1y to. understend expeetaf1ens 1f

they he1p to es teb11eh the1r own reiee Those re]es w111 f1t the S1tuat1en
mest exact1y 1f the staff members own 1n31ghts are used in deve1up1ng them

7o o =Un1t ea1eﬁean be e1ther 1ong- or shart range spee1f1e aims ef a bes1c f

' .wepﬁ=yn1t; They are te be deve1oped by the staff ef eech unlt in. greup

&

SESS’IUHS

Un1t perfermanee etandards shoqu 1ﬁd1eate the eceeptab]e 1eve1 ef

s E) .
. El
5

e P e s LI

perfermanee fer un1t goals, g1ven the needs ef the 11brary eh& the re— i e
3 saurces EVa11ab]e to the un1t They shequ be. spee1f1e and observab1e, ’
they may be beth meaeurab1e and subgeet1ve At Teast three t1mee a year
o eaeh un1t shqg1d meet W1th 1ts supervisor to assess pragrees to d15cuse

prob]ems and’ the epphrtun1t1es for 1mprevement,‘and *e rev1ee QOaTS

Indi 1due1 gpa]s sheu1d be spee1f1c wr1tten, and egreed upcn

. v def1n1t1cﬂs oF whe an 1nd1v1due] steff member will etr1ve %ﬂ eeeemp11sh

t over a ‘period of t1mee o o 8 o
“Superv1ser“ refers to-the oné who is des1gnated with the reepenelb111ty
fcr the deve]epment of un?t and 1nd1v1dua1 goals and perfcrmance éva1uat1en

En







:ng{ﬁiq§§j;%erfdﬁﬂaq§e standards should reflect an agreement between
the staff member and‘his or her superv%sué Eanﬁefniﬁgrwhen, how well, how
mﬁéh, or how often the iﬁdividua1 éoais will beiéchigved_ The standards;
may be measurable or subjective,\gThejxéthTd be defined as specifically
as possible, and their aahifvemen% should be obseﬁvéb1e. A Fﬂrﬁa[ meeting ¢
between the individual and the s;pervisor three times a year will inéiude :

~ a review of the ind%viduaﬂ‘g personal job goals and a ﬁian;ing'sessién for
T the nekt»rev%ew period. Once a year, they,shou]d ié%nt1y_prepar§ arfé;ma1

avaluation document to be given to the staff member.

'PRELIMINARY RECOMMENDATIONS OF THE TABK FORCE

1. Name the "associate directors badyJ the Library Adv%séry Council.

.. 2. -Expand the Library Advisory Council to include reptésentatives
from the civil service staff as” participating members. The' 1ibrary =
‘divector and representatives from the Tibrary faculty should meet with'
the civil service staff to elect council representatives. The c¢ivil ser-
vice staff should determine the number of representatives, the manner in
which they dre elected, and the length of term. Terms should be staggered
to provide continuity. - - ‘ :

3. Form three standing conmitteés from the Library Advisory Council
-membership whose functions shall be to gather information, to receive

proposals, to plan, to make’ recormendations in theip respective areas to e

. . the council and the director. These standing committees shall be: ‘the
.. Physical Facilities and Library Technology Committee, the Library Programs
. ‘and Program Evaluation Committee, and the Financial and Personnel Resources

” ?{;ing guidelines for each committee. The results of these actions should be
communicated to the entire library staff. - ,

.. 4, Convene a meet%ng aff;ﬁe’Libﬁafy Advisory Council at Teast once
. every twoweeks to receive committee reports and to’consider other business
. ' to be-brought before thewcdlncil. R N

© persornel formal guidelines regarding sypervisoryfresponsibi?ities‘tc(be
- accepted and met by the faculty librarians involved. L

(R N Réquest»tha&;thE:GicegPresidént for Academic AFfairs remove

- vasponsibility for Campus,Media Services from the library director and. -

delegate it to anat’her"administratfive-o'f*FT‘ce‘. : ,_
S S S

 Committee. The. council should establish the scope of operation and report-

51viRequést that /the Tibrary director define and {ssue to all Tlibrary °

P
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7. - Request that the Library Advisory Council charge an appropriate
committee with conducting an in-depth study of a1l check-in functions,
routing, and the attendant record keeping, now.in operatipn for library
materials of a serial nature throughout the library. The comittee should
conduct its study, during the winter semester, 137778, and it should
~ present its Féﬁ@ﬂﬂéﬂdgﬂz?ﬂs to -the director and the council by May, 1978.

8. Request that:the Financial and pPersonnel Resources Committee be
charged with drafting & mechanism that allows supervised individuals to
eyaluate their supervisors. The committee should present its recomnenda~
tions to the director and the council by May, 1978, with the drogram to
begin September 1, 1978. ' o Do

9. 7Regu1érize,EaﬁmqniCatian to and from 1ibrary department heads
and the 1library director with jndividual meetings, at least monthly.

‘ 10. De-emphasize the person-to-pevson approach to and from the
l1ibrary director and utilize the chain of. command, with writtan memos
when applicables clarify to the library staff what types of problems .

and questions should be dealt with through the chain of command; and

identify when the director is available for direct consultation outside

the chain of command. . - .

M. Establish the following formalized means of cowmunication for
external and internal audiences to be supervised by one individual:

a. a bulletin board in the Tibrary to serve as ah
instant communication device for library parsornel to -
post -memos, decisions, apnouncements; etc.i :

b. a weekly newsletter (for the 1ibrary staff and §
: selected external group) to include, for example,
selected new acquisitions, physical changes in
collections and facilities, policy decisions,
staff attendance at meetings, Library Advisory
Council minutes; .

c. a’notebook, at the resevve desk to contain copies -y
of a1l newsletters, policies, the calendar of .
avents, council and committee minytes, and othér
information pertinent:to the library staffy and

d. a prominent suggestion box, with the appropriate
publicity, for receiving suggestions and questions
from students. A11 queries should be ansvered by
the appropriate department, and selected items may
be posted or published. '

12. éohtinue‘fhe personnel schedule za]endéé that is posted outside
the 1ibrary director's office. * ' -

08



13.  Adopt the following mission statement:

Ezra Lehman Memorial Library conceives its mission
to be an essential component of the dintellectual and
cultural missions of the college. The Tibrary fosters
the free interplay.of ideas by functioning as an active
and creative force for the interaction of library ser-
vices and resources with the campus. ﬂaﬂﬂun1ty and the
larger community ﬁeyand.

14.  Adopt as on- go1ﬁg DbJEEt1ves

a. The Educational Db;eat1ve wh1ch responds to the need to know
By developing library users who are aware of and understand %
the scope of 1ibrary resources, and who are able to define
information needs and use bibliographic too]s for: 1nfurmat1ﬁn e
access;

"b. The Resaurce ng&lppment Objective that continues to acqu1re
and to develop resources, both personnel and materials, that
are appropriate to the educat10ﬂaT research, and serV1:e ‘

programs of the college;

-interpret, foster, plan, and rEV1ew the 11brary programs 7
and goaTs . : _ .

c. The Resourte Haﬁagement D_;§¢t1ve to organize, suppart

15." Encourage and develop librarians to be educatars and information
specialists who interact with the 1ibrary communities. (For example, begin
‘a‘ public relations program for public services that would incorporate
‘library instruction and collection eva]uat1an/develgpment roles for the
academ1c community. ) a .

- 16. Institute career deve]opment programs that pruv1de for better
utilization of library personnel in terms of JDb satisfaction. (For example,
encoyrage the ﬂart121patiﬂﬂ of 11brary 5uperv1snrs in training programs to
deveinp superv1§nry skills.)

17. Continue to 1dEﬁt1fy and part1a1pate in the 1nst1tut10na] p]anning
pracess.

*18. Institute the perfcrmanze evaiuat1an program as set forth in the
AppEndix of this report. .
Members of the Task Force on Drganizat1gn,

CQmmun1catiun, Goals and Dbaegt1ves

Marcella Turnbach, Cha1rpersan o . - -

_dJudith Diehl " Kay ‘McFarland
S - 2 Helen Etter . Nancy Reéd
- Linda Gatchel Fred Smith

Berkley Laite Madelyn Valunas




TASK FORCE ON USER RELATIONS

The Task Force on User Relations was cﬁéﬁged with analyzing and
caﬂment1ng on the library's pub]1c service ﬁunct1ans, the co]]ect1nn,
and the physical facilities. For these purpnses the task Fnrce divided
into three subgrnups. Utilizing data gathered in the 11brary user 5ur=
. vey. each subgroup attempted to answer the deta1ied aspects of ana1y515

and cammentary‘as stated in the charge.

'PUBLIC SERVICES

This subg,oup was charged with exam1n1ng aﬁd camment1ng on the
Tibrary 5 pub11c service funct1nns as they affect the several c1asse§lgf
Iibrary users A1thgugh‘nct perfectly des1gﬂed Far this purpose, much
useFuI 1nfnrmat1nn was g1eaned from the 11brary user survey '

» The survey was cunstructed from twg samp,e QUEStIOHHETPES obtained
from the Asscc1at1nn of Research Libraries. It consists of thirteen
sect1gﬁs, each containing a var1ety of muﬂt1p1e chcice or fill- in-the-.
. b]ank #uest1on5. Apprapr1ate sections of the survey prnv1de space for
writte cﬂﬁﬁents (See Appendix). :

The survey ‘was adm1n15tered to 311 CTESS?QGm faculty and a11 adm1n—

. |
istrat1ve facuTty, as weTT as a: student samp1e In order to reach stu-

dents wﬁa are both Tibrary users and non- u;&rs; the survey was’ d15tr1buted

- to representat1ve classes. .Using the Facu]tx,TeaCh1ng Sghedu1e, Semester




and cgﬂtinuing-edueetien. _The selection included seventy-three classes,

fer a student sample af 1,857. A total of 344 sueveye was sent to the

. faculty and edm1n1stret1en of the ca]?ege Fifty-eight pereent'cf the
 student sample and forty-seven and one half percent of the Facu1ty/adm1n—L

sistratien responded to the survey. From June to Augugt, 1977, the raw - )

.data was keypunehedhté,feciTitete {fs ﬁanipufetien by computer using the -

Statistical Package for the Socie] Seieneese3'

| The report wh1ch fe11cws is based exc1us1ve1y un the ane1y51s of
. eurvey data aﬁd is divided 1nta two main seet1ens. The first deals w1th
services pr0v1ded by the 11brefy to all c1asse5 of users; the seeend deals

exe1us1ve1y w1th serv1ces provided to graduate students

Library, services to all'classes of users

Librety heurs The user survey allowed the respondent to choose the

times that he or she prefers to use the 11brary 1n three categer1es « week-
days, weekends, and summer sess1on weekends. )

The two most preferred time periods on weekdays are 6:00-8:00 pzmr=end
_°8:00-10:00 p.m., fe]lewed by 2:00-4:00 p.m. and 10: DD aim.-12 GD noon. - On
weekends first and secend cho1ces are 2:00-4:00 p.m. and 12 00 ncon—z 00 p. m. s ;
fai]owed by 10: 00 a.m.-12: 00 noon and 6 DDaS 00 p.m. Fer summer session
weekends first choice is 10:00 a.m.-12:00 noon,: Fo11cwed by 12:00.noon-

2:00 p.m., 2-00a4*00 pm. » and 7:45-10:00 a.m. Early morning and late
= afternaen time per1ads in genere] have 1ow preference fh§‘10:00a11=ﬂq p.m. -

huur ranks lowest in all three tateger1es

. 3N1e Norman H. SPSS; Stet1st1ce1 Paegeg__far the Soc131 Sciences.
2d ed. Ney York: McGraw—Hi11 1975




Refereiice desk. An analysis of survey rgsuits.shews2that faculty and

5tudents appear to be well 5at1sf1ed with.the library's reference service.
5Fnrty-seven percent rate the serv1ce as good; thirty-six percent rate it
- fair; only eight parcent rate it poor. The survey also shows user satis-
faction with the assistance received from the Tibrary staff in finding
;Eﬁakéi 1acaiing jaurﬁéi articies; and using the-éérd caﬁaicg,«indexes,
and other b1b11agraph1c tQQ1s ; : |
7 Less than Forty perﬁent of the respendents indicate that they bnrraw
. mater131 from other 11braries Thgse who did expressed general satisfac-.
tion w1th 1nter11brary 10an sérv1ce | -

‘Government documents. :The survey shows that less than na]f of the

faéu1t§ and students respand%ng use the documents collection. Those who -
'_ use 1t achieve moderate success in obtaining the documents they want.
,Hawever, users who seek ass15tance from the Etaff in 1acat1ng ducuments

iiare well satisfied with the he1p they FECETVE

C1r¢uiation desk The majority af students and facu1ty have a fa1p

.’ta good reiat1ansh1p with the circulation staff AppraximatEIy eighty
percent of all PESDOndEntS 1nd1¢ate that c1rcu1at1an desk serv1ce is ef-
f1c1ent and helpful. A few written criticisms show that secur1ty check \

- at’ the exit turnst1ie 15 nut ‘thorough enough and that student 35515tants
are samet1mes rude and are not always sure of c1rcu1at1un rDut1nes

~ These complaints could- poss1b1y accnunt fgr the approx1mate1y ten. percent
9nf respondents wha 1nd1cate that they rece1Ve paﬁr he1p at the desk. On

“the uther_hand; the survey. indicates that users are very succgssful in

“obtaining reserve materials. 1 R

Periodicals Department. The sﬁrveyﬁiglnot constructed to give an

accurate appraisal of services prnvidédfby this department. It can be




escerta1ned hewever, thet there is a high rate of satisfaction with the

perlndteei holdings file when used as a toel for detenn1n1ng Journels

avai1eb111ty The survey e1en shnwe a high degree of sat15Faet1en with .

the qua11ty of .the m1eref1]m readers and printers.. . .
Hed1a/Curr1cu1er Center Although it cannot be determined prec15e1y

frem the ‘survey at which serv1ce point a patron receives ese1stanee 1n

f1nd1ng aud1ev1eue1 meter1aTs, it is most prabable thet the Med1e/Curr1cs
uler Center gtvee the greetest ameunt of -assistance because that is where
the materials are 1ucated S1xty—s1x pertent of the respendents 1nd1eate
that they ere3very successful in ebteining what they need and that they

find the 11brary staff most helpful.

N Penneylyen1e7:e11eet]nni Those eurveyed achieved average sueeess

“4n obtaining materiale'fran this collection. Users who sought assistance
from the Tibrary staff 1nd1cated that it was very good.
" In genere1 ecrnrdtng to the survey results, library users fee1 thet

the que11ty of service is fairly h1gh It is retugntzed hewever, that .

’enaiyets efliibrery servieee has only begun with this repert!

Library services to graduate students

The eubgreup used the opportunity presented by this study to iden-
tify greduete etudeete 11brary cencerns thraugh ‘the Graduate Student
esseeietaen, to 1nterpret greduete student respunees to the 1ibrary user
survey, te ident ify current pub11e serv1ce5 to graduate etudents, and to
recommend cent1nuet1nn or 1mprevement of these serv1ees

Mest graduate e]assee are teught Mnnday through Thursdey even1nge,

end the me;or1ty nt graduate studente cemmute to the EVEHTRQ c1asse5s—

neome for Tong d1stenees! Becauee they se1dum err1ve an cempus mare then
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- half an hour before class or stay longer than one hour after class, these

students have a very 1imitaé amount of time to use the 1ibrary. Many be-
long tarcar pools, and the 1ibrary time avai1ab1a to one ingividua1 is

dependent on the wi?iingnass of the entire car pool to come early or stay ’

ziate, An 1nd1v1dua1 3 uniy th1un may be to make a Spe:1al trip to campus

tg do 11brary research.

Accesa to library facilities and services is not a special problem
for full-time graduata students. Most are graduate ass1stanta who work
on campus, and they are Free to use the.library throughaut the day as

undergraduates do. Therefore, they were not spec1a11y 1nterv1awad for

'-xth15 study The1t responses are included in the library user survay w1th

a11 other graduate studants 1 - ;

Sume studants -attend graduata c1assas given by Sh1ppansburg Stata

.College facuity at gff—campus 1gcat1nns 1ike Lancaster, Harr15burg,

;'Haynasburu, Greancaat1e atc These graduata students tand to- have 1itt1a:

or no cantatt w1th the campus wh11e they are enrolled in courses.. Their

L

neads for 11brary services had tu be daterm1ned durTng the course uf thas

study. AT

- The subgroup’ suught haIp from the Graduate Student Assut1at1un in {
determ1n1ngawhere graduatﬁ studants felt they had prgblems w1th the
1ibrary' The Vice Presadant of tha Assucaat1an su11c1ted 1nFurmat1on
from the Association's mambarsh1p, and they noted fuur ma jor 11brary
tgntarna* the 1dant1F1cat1un gard system stolen or m1ss1ng 11brary bonks,

noise in the 11brary, and phutgcgpy ng time.

At the present t1me graduate students must apply at the Tibrary to

*

secura ‘an 1dant1f1cat1an card or: tg hava an o1d card revalidated at tha

F

' ,hag1nn1ng uf=aach samaster. Th1s prucass takes several days. S1nca the

9
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Coliege Bnﬂkstore requ1res a vaT1d identification gard Far accept1ng aheaks,
i theAstudents are greatly 1ncgnven1enced. The studentsQ general feeling is
. tﬁatiidgntiFicatisﬁ cards should Se mailed to them at the start of each
semester, or that the cards should be ready for fhem at registration.

The concern about stolen or missing books arises;ffom students' obser-
vations that baak bags, briefcases, and the 1ike, are not thoroughly
checked as patrons leave the building. Because the students are often
told by c%rcuia%icn;desk personnel that material which they=cannut'find
is lost or missing, they blame the library's 1ﬂnsé~security,syst3ﬁn

K " Even though a "quiet area" for studying was iﬁstituteq this fall,
graduate students feél’that this areé js too noisy because it is over-
éﬁawdedg Théy suggéstedkéevera1 additi@nair perhaps'sma11er, quiet areas
in tﬁé-1ibrary The noise leveal on the ma1n floor was noted but the'

'ﬁstudents rea11ze that this 15 pring1pa11y a pub11c contact area and that
~ some noise here is unaya1dab1e. A#
| The photgcnpying prnb1Em is one of time.- Lines at the Phatccnpy1ng o
,mach1nes are tnn Tong in ttheven1ngs to permit graduate Students ta get
cnp1es qu1ck1y encugh because of the 11m1ted t1me they have tn use the
N ' 11brary; They are a1sn auncerned about not being able to get m1crof11m
‘-rphatocop1es w1th1ﬂ a “reasnnab]e“ time per1cd that is, 1eav1ng a request
f:before c1ass to be gotten after class the same even1ng Many who have no .
other classes on campus dur1ng the week are w1111ng to pay postage ta have
- the phctcccples ma?]ed to them ; |
Graduate students compr1sed twenty- twn percent of the student pnpu]a-
tion at the time the library user survey was given. Of the-tnta1 number
:‘fl . of surveys retu;nedsto the 1ibrary;'thirteen percent were from!graduate'

L

" students.




Eraduate students appear to have a very pns1t1ve image of the 11brary,
even thgugh the magnr1ty Df them have few contacts with the 11brary and

11m1ted knowledge aF its resources. In exam1n1ng their responses to the -

Flfty—s1x percent of the respondents use the 11brary manth1y, several times
a semester, or never, and only th1rty»n1ne percent use it daily or week]y
This is not to say that graduate students do not need a library. S1xty—s1x#‘
pef&ent use libraries other than th15 one, and the great majority of these

';v students use- ather libraries bécause they are more conveniently located.
Dn]y nineteen percent feel “that other 11brar1e5 have better resources, and
-none feel that any nther libraries have better phys1ca1 facilities.

Most graduate ‘students indicate that they .are successful in finding
what they need in this Tiﬁﬁafy; They also find the iibrary'staff hefpfﬁ],:
and they rate the library services Féir to good. A few students foéred
suggest1ans for additional serv1cg§ such as an elective library 1nstruct1an
program, more informal 1nstruct1ﬂn on use of the 11brary, and pr1vate study' .
roams. : |

: dgterm1ne what is done tc accommodate any prgbIEms that may be exclusive’ to
"~ graduate students. The Serfals D2pa;£ment does not treat-gra&uate students
‘in any special_way. Thé\gavernment documents section a]sa g1ves graduate .

Students the same serv1ces offered ta all ]1brary patrans If the,matter is
urgent hawever, dacuments staFf w11] ma11 or te]ephnne an answer because
th1s section is not - staffed in, the even1ngs or on weekends The Med1a/
Curr1cular Center handles gtaduate students prab1ems on an 1ndiv1duaT basis.

he staff w111 Extend but nct renew, due dates on burrnwed mater1a1s they

', w111 aisu 1ocate and ho1d mater1a1s far graduate students ta pick up on the

night af their classes.’




The Pub‘hc Serﬂces Department permits csmut'ing students tD char‘ge
out avern1ght reserve.mater1a1s after their cTasses rathér than making them
wait untit one half hour befure the 1ibrary cTnses The departmentsafgf
issues ACLCP-cards 1o graduate students tu enable* them to borrow material
frgm caapcrating college 11brar1es c]aser to the1r homes. Until th%s fall
the provision nf ACLCP cards agéthe cTassrﬂam site of fo—campus cnurses

was about the only special provision made for these students. Dccas1cnai1y

fo-campus c1ass groups have come to the 11brary for 1nstruct1an. Attaﬁhed

is an aut11ne of plans Far the classes that will be held. at Lancaster loca- -

tions during second ;emester, 1977-78. (See Appendix) If successiul, th1s'

plan may serve as a model for other locations.

PHYSICAL FACILITIES

A library, like any other institution, is faced with both internal
‘and externaT pressures. These tend to interact and limit-the nature of
the respanse that the 1nst1tut1on can make They are of varying‘immediacy.

and 1nc1ude such things as organization and fiscal sgnstra1nts. Since the |

Tibrary. add1t1an proqected for the m1d§seventies is nct now even in the

,p1ann1ng tages, it 15 va1aus that the ]1brary may not soon expect an

extension pr(add1t1pn ta}the present structure. . He must, therefore, make

the best pcssfbie uSE‘Qf the area available.
The F32111t1es Subgraup, on 1ts own, and 1n meet1ngs with the whole

Task Force on User Re‘latwnei tr1ed to determine the needs of the 11brary

) in terms of its present and future physical fac111t1es. On the basis of

. the. Iibrary user survey it seems that the ma;ur1ty of respandents find the

a 1ibrary a pleasant p1ace, a]thaugh some cr1tic15m Df the nn1se and heat
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levels was expressed. The survey was originally intended to guide the task

forces in their deliberation and recommenditions, but “there has already

been movement in some areas. As a result of written comments in the survey,

ua "quiét study“'area has been designated in the 1ower level:of ihe;1ibrary;
due to preliminary subgrcqp=discuss%anss the government documents reférénce

" collection was @oved.tafansérea closer to the éctuaT documents. In adéigian,
the area previously Dacupiéd4by a Dial Access Information Retrieval System
i;vbeing converted to a:mucﬁ needed meeting room and classroom for biblio-
graphic instruction. 1In ovrder to continue the progress that has been made
and to insure sagrdinatiag¥thrcughaut the Tibrary all major areas of the
building should bé}examineg. Special attent%qn, however, should be paid

to the areas wheréfprab1ems are especfa]iy pressing.

The general ca1lectian

Thase 11brar1ans who work ‘at the reference desk can attes% to the con-
*;fu51cn caused by our unlque cn1]ect3ﬂn arrangement the rat1ﬂﬁaIE fnr which
has.been ]gst in the mists of memﬂry.r As presently arranged it is diff1eu1t
‘far%£he uninitiatéd user to and'his way fc what he néeés In addiiion,

u 1t can be. d%Fffcult Fnr the T1brar1an with several years of experience |
to d1rect the user to a stack area or tg explain the arraﬁgement The

' Fa¢111ties Subgrﬂup studied the possible rearrangement of the EQT]ECtTQﬂ :
.and in task force discuss1ans decided to suggest a cunt1nuaus a1phabet1c
iarrangement as be1ng mast 1Qg1za1 It was also determ1ned that 1eav1ng
~A-D on the lcwer level wau!d necessitate the least amaunt aF=sh1ft1ng

As a car011ary, it has been nbserved that d1rect1anai signs thraughout

the 11brary are’ iess than satvsfactcry. The ccnf1gurat1un uf the
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— building makes it difficult to give succinct, Easy—taafa1iaw’direcﬁians

- to its many areas.

Beference,ang government documents areas
Xﬂ

=

Curvent facilities are becoming more crowded espe¢1al1y within areas
such as TEfEFEnEE and ggvernment dncuments There are very few empty
shelvzs in the reference area, .and thnse that -are available are not where
the need i5 most pressing._ The situation has been alleviated semewhat by
mnv1ng gﬂv&rnment daguments reference materla1s to the upper Tevel. -The
< reference office is crowded with four _desks and people, camp11c3t1ng the
stru;tura]]y caused air circulation probiem The people whu occupy that
area and the 11brary d1re:tcr have snught to have th1s SItuatIQH attEnded
L to, but uithogt success The extreme heat makes it aTmﬂst 1mposs1b1e to
:work in the fo1ce under CUPYEPf cnnd1t19ns

'The~gavernment dccuments area has grown qu1ck1y in the last several
years undar its curreﬁt d1rectar G1ven current dacuments acqu1s1t1gns
policigsy the co]]ect1an will prabably continue to graow at an -even faster

rate and, within the ne§r future, will need more space. The. new governsr'
ment d@cuments refer@nce area can be seen as sat1sfy1ng part of that needg:

Within the reference area, the Cataloging Depar§ment is faced w1th i
5h1ﬁtang cataigg -cards tn re113Vef"hpwd1ng in the drawers. This w111 be A
the Tast time that th1s sa1ut1nn is 7?35151% given the p?eaent card cata1ng
: Assuming that thé co11e¢t1cn ﬁﬁﬂt1ﬂ835 tn grow: even at the present rate,‘ﬂ

a Erisis pQTnt will be reathed within the next f1ve years. An a1terna€;¥e

i1nn af the present ‘one must be

!to the tradit1on31 card cata1ug or expan

cansidered, , fi‘ R




'rLibregygecjeﬂ;eiandreeta?eging areas

~ Without; the Eanstruetjﬁn Df an edd1t1en to the present bu11d1ng,_
: there 15 11tt]e ;paee for- generel expens1gn in-house. Two 11m1ted pcss1=
a’ ;bi11t1ee 1ne1ude that area now used by the L1brery Sc1enee Department and .
a portion of the cateieging apeei A]theugh the_11brery‘sc1enee eree-zev {
* not large, semeebetter use then that eurrentTy made of it'might eeﬁpdefs
sible. The, Librerx Science Department should be, found more adequete _e- , .iixi )
fac111t1ee e1sewhere on eampue | j % ev R
The EataToglng Depertment eeeff hée reeeﬂfiyvdee1ined ieznembers and
no ﬂenger needs the space it once needed. It is possible that iﬁe‘pﬁyeicai
E errengement m{ght bereameeeted:eﬁd thHat .the area could be ehered;with‘ehe
- reference staff. : w.: o 3-*‘ i o .'
- The ebove areas of eoneern are these which need&;he most 1mmed1ete a
aftent1en_ Other arees?%1n edd1t1en, mTthebe:praf1teb1y exaq;ned, for.
* . example “the edeqeaey of the serials feei}itj. -Further etudj could show
that.spaee:ih'the 1ibrery~ieredequete However, as’ the subgeoup d1scuseed
‘theee preb]eme it* seemed that the eteff w111 soon be unab1e to meet. petronsi
needs in the present bu11d1ng Everyth1ng peeeib1e must be done to restore
to the eap1te? expenditure pTan the 11brery addltinn ﬁhet was 1n1t1e113

recnmnended 1n 1972, o o L

THE —GQELECTIDN LT

8

This. eabgroup was re5pen51b1e for exam1n1ng and commenting on the magcr; :

~ collections of the l1brery as. seen by the user, Very 11et1e user feedback
| ';'infermatien hee been gethered abeut the eo11ect1ane by the 1ibrary, and

- much of the information gethered has never been enalyzed .

B n B . : N .
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"The subgroup first examined the several responses to the Tibrary

e user"survey through A Cross tabuiatioﬁ technique. | Tvo: majér,, areas, serials
R v,
- and the genera'l ‘book- collection, were studied. The survey revealed that

a'ﬁ user 1eve’ls, that is, undergraduate thrnugh Ffaculty, ‘eighty-one percent

were sat1sfied with the bao‘k ccﬂ’lectmn and s1xty six percent were sat1s-,
Faa

fiEd mth the the serials c;cs’l‘lectwn Given whai' m ght seem to be a high

percentage of satisfaction on the part Q‘F users, - the subgroup EEmS'ider'ed

el &

the ﬁfﬂawing bas1c questions :

"

. T Hhat teshniques cculd be used to determine the ¢
’ user satisfaction rate for bcrth the present and the future? -

B . ‘2. tow is the matena’ls budget allocated? Can the
j .7 adequacy of the collection be maintained or 1mpr¢:vec] in
"times of - -Financiﬂ adversﬂy? . 4

e e e

. 3. How are individual 1tems se’lected for the hbra\-_y'? -

+ 4. what techniques are used to determine the status of
"material "on order?’. Could more information about this mate-
. ¢ rial be* wrnvided -Fur‘ the user?

- 5. What ¥s the rel ationsh}ap of cﬁl‘lecti on development
tﬂ the curricu‘ium" Could this relationship be enhanced?

" L |

. = -
=

Usgf fee,dbacl@ -

. For many yEErs the Eircmatign Depart,ment has recarded the number of
D j%itéms nrcu’lated dai’ly b_y L1Esrary of ‘Congress c]assﬁﬁcaticn Tetters. Fnr .
the last several years c1rculat1on statistics have not been tata‘led TEt -
o alone gnﬂyzedi The subgraup. aided by the I'ibr-ary s graduate assistant,
e t;ﬂﬂ;aied n‘iterns c*ircu‘lated by year. Hext, perc:ent of the cn‘nec;tmn repre=.
' ";'.,ser;ted [:y each Lzbaary of Eungress cIa§S1f1cat’inn Jetter was determned i

Fina"wf the number of patrons per year was calculated. Fram this 1nfcr—::

flaat.ian the subgréup determined the cantﬂbutwn made to the tatal c1rcu-

Iatign by each L1brﬁry of Eongress ciassﬁ‘icatwn letter. It wasg

I
&,“
—
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assumed that there shau1d be a close match betwe&n ca11ect1on and use.
- Tables 1 and 2 show-the comp1eteida§a;, (SEE Appendix for tabieg ) It
| appears in Table 2 that over the 1ast-sevgﬁ:years thé_cﬂﬁrglatién between

cpflection profile and collection use has been fairly balanted. See

! Table & for details. .

~ There has been, however, a steady. dec11ﬂe 1n total civculation and '
in :ircuiat1on within a1most every Lﬁbrary of Cangress classification
1etter wh11e the number af users has. 1ncreased . See Thbies 1 and 3.
There :eu]d be a number af exp]anations for this, such as business stu-
dent;. heavy us§ of)reference books in the 11bravy, or -the purchase of |

" fewer books. Na.c§11é§ifoﬁ use data exists to givE precise answers.

Budget allocation

~ The figures in T;b1e 2 show that the budget for books was aliﬁeéted
. _ %

in a way that fairly we11 matched use with the collection profite. The :
performance rates far aud1av1sua1 materia1s (Fovtysfﬂur pevcent) and -

;purnaTs (511Ey=s1x percent) are 1awer than the user SEtiSF&£t1§n rate 7
foé books. Given that the budget has decreased greatly in the past sever- w:
‘al years, it be¢umes 1mperative that the percent of the budget allocated

T for bgoks, Jﬂurna1s, ‘and the Tike, match user needs as closely as P3551DTE

=

*  Coilection development

A stgtemeﬁt out1lining -general sgleétﬁuﬁ policies was written by the
acquisitions Iibrafiaﬁlin 1973. While it'sta;es primary basic pbiﬂcib1§s

| --support of the gurrfculuh; the Lib?aryféi1i ﬁF‘Rightsg ét?:sgit d@ésA | - L
 ﬁot describe how the bydgeﬁgshguidlbé allocated by fqrm, for exampie, . i




B in an academic 11brary, Jaurna1s may be more important than trade boaks

o Nnr does it descr1be basic dec151an fu]es, for example, a- newly selected

It does not descr1be how the boak or ;nurna1 port1ans of. the budget are

further a]1acated fﬂF example, by number of FacuIty, FTE students, etc.

jcurnaT is/is nat_a1way$ backfiled, Qutscfeprint books are/are not
purchased etc. ' ‘

" In recent years each. 11brar1an has been assigned tu select items for

fthe co11ectign with1n one or more spec1f1c academic disciplines. C1ass~

room facu1ty are act1ve1y encouraged t&‘subm1t selections of 11brary .

fnateriaTs within their speciaii;ed areas. Respﬂnses by the library fac-

’*’—“—“”‘"é“"‘ﬁﬁéﬁfmaféﬁi“1s are céfETﬁyE ‘ﬁé*ﬁser can Jocate” then Eﬁrough “the

uity and the classroom faculty have been varied. L

“card catalog. It is difficult, hawever, to determ1ne the status and

physica1lg~1ecatexa book from the time it s ardered unt11 the catalog

cards are filed.

-

Re1at1an QF the ]1brary to other academ1c degartments o

Having the 1ibrarians se1ect materials for spec1fic departments is a‘
pas1t1VE step tawérd hE1ping the ca]1ect1an and Tibrary serV1ces reflect
user needs. As the result of a Faculty Eurr1cu1um Cnmm1ttee renrgan1zaa
tion pién devised dur%ng the first semester of 1977-78, the respans1bi1s
ity far curr1cu1um change may be delegated to the department/schao1 Tevel.

Prov1s1nn has been made in this plan for direct partic1pat1nn by the

Tibrary fé;uTtyg
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- PRELIMINARY RECOMMENDATIONS OF THE TASK FORCE

1. Recbnstruct the “11brary user survey“ to obtain more spec1f1c and
mean1ngFu1 information concerning the quality of services at the public
~ contact points; administer the survey on a periodic b3515xta assess serv1ce
- quality and to ascertain the users' needs,

2. Design a methad to evaluate the 1ibrary 1nstruct1an/cr1&ntat1an L
program, content ‘and technique. (For exampie; provide a genera] 11brary "
~ {nstruction prggram for graduate students. ) , ,

3. Evaluate the services prav1ded to and the needs QF the 11brary 3
users during summer 52351un5.: v .

4. Charge the Committee on Physical Faci]it1es and. L1brary TechnaTogy
H1th studying the security situation at the circulation desk to determine
the need and feasibility of initiating a more thorough security system, ‘

. perhaps an electronic detect1on device.

5. Chdrgé the Comm1ttee an ;1bta;' 'gﬁamgfand&EﬂngtaszxaluatlzﬁF”‘f‘éf
- with the alignment of staffing patterns for the public service points in. -
relation to the expressed preferred hours Of use as shown by the results
of the 1ibrary user survey. (For example, investigate the length of time
necessary for getting to graduate students the microfilm photocapies which .
they have requested‘? -

' ! - 6. Charge the apprnpr1ate Library AdV1sary Council connnttee w1th
.detémmining the feasibility of providing those added services indicated
as desirable in sectﬁan 13 of the library user survey (See Append1x)

7. ‘Request that the. Vice_President._ far.AgademjcﬂAFfamrs_remDve—-‘A~ﬂ;~sm*f;a=
gréspnn51bi11ty for product1an and distribution of identification cards ‘ :
from the 1library and reass1gn this funct1an to aﬂother aff1ce

8. Estab11sh a toll free te1ephane number for the use of 11brary
patrons, :

- 9% Insta]] a'thifd céin;aperated photécopying maéhinéi

: 16. Charge the Public Seriiéés Department with arranging the genera1
. collection in a continuous a1phabet beginning on the lower 1eve1 w1th
A to D in. place. )

11- ~Reqaest the Reference un{t ahd the: Cata1agiﬂg Department to

. present a propbsal to the Phy51c31 Facilities and Library Technology
Camm1ttee concerning the thlmum use of space. in reference and gata1ag1ng

areas.’ :

L 12. Request the ma1ntenance administrative aFficer to study the
- . heating/cooling problem in the 11braPy and to DPESEﬂt possible SD]UthnS
tn the 11bra+y director. ’ .




" 13. Reguest tﬁg Pgb1ié¥Servicessﬁepartmént to survey the Tibrary to
. determine the need for  directional signs and to present a proposal to, the

Physicdl Facilities and Library Technology Committee.

14. :Requestfthat the Vice President for Academic Affairs relocate the

tibrary Science Department in suitable space outside the Tibrary building

15. - Charge the Physical Facilities and Library Technology Committee
- - with actively studying the locations. of departments within existing 1ibrary
eee..__.Space, with.a report. to be presented by December, 1980.

16. . Charge the Physical Facilities and, Library Technology Committee -
to have as a major responsibility keeping abreast of the new technology in.
order to investigate alternatives to the traditional card catalog, with a
preliminary report to be issued by December, 1980. o

17. Actively pursue the restoration of a library addition teo the
capital expenditure plan of the college. ¥ o

-. 18. Establish a complete ccllecﬁign use manitéring system that will .

~ provide timely user satisfaction rates, collection profile and usé informa-" ..

" tion,—and-other-data—that-willt-aid-the collection development process.

~19." Charge the Committee.on Financial and Personnel Resources with .

recommending the allocation of the 1ibrary materials budget as part of _

its responsibility. ' .
. , '20. Charge-the Committee on Financial and Personnel Resources with
establishing a written collection development policy by July 1, 1978, that
provides for the optimal expenditure of the library materials budget in
relation to institutional objectives and that meﬁts “Guidelines for the .
Formulation of Collection Development Policies."”

. 21, Request that the College PreSident grant the library the authority .
to begin to expend its annual materials budget with the first month of the -
fiscal year by transferring library funds from discretionary to fixed costs.

| 22, 'Request the Vice President for Academic Affairs to work with the .

~ —college business officeé to develop a reporting system that will tell the
acquisitions Tibrarian on a timely basis the orders actually placed, the
amount of the budget expended, ete. ., - -

23. Charge the Committee on Physical Facilities and Library Technology .
to investigate the feasibility of an automated acquisitions system, which,
among other things, allows the user to determine the current status of any
order. =~ -’ . ' i : ' R

- 8a.L.A. Resources and Technical Services Division Collection Develop~ .
ment Committee. "Guidelines for the Formulation of Collection Development .
Policies," Library Resources and Technical Services, V.21, No. 1 (Winter,

-1977), .p-40-47. R S :

i
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24., Strengthen the ;urrent "F*ieId acqu151t‘ians“ wcrk by ass1gn1ng
o speaﬁc Tibrarians to work with specific schao]sldepartments and to
. serve ﬁn SEhoﬂs curriculum cam1ttees ,

. L R R . kl R .

- " Members of the Task Force on User Relations

Signe Kelker, Chairperson
Scott Bruntjen - Robert Gimmi o .
Edith Cressler . Carol Laite - ' -
‘Emma Jane Engle - Sara Pugh
~ Ruth Friedline " Katherine Warkentin

s . e <
"\
T ;
. N .
S
.
i
B
-

43 e




APPENDIX ‘

Aruitoxt provided by Eic:



Library !
epartments -

Libfar‘ians |

(FTE)

" Other - -
(Hours per week)

1 2

- Neighborhood Youth Corps, 30 hrs

. Student H’érker—g , 418 hrs,

. Serdals

— s L N

___Graduate Assistants, 30 hrs,.

 Student Workers, 142 hrs,

=

ﬁiaj'curricular 1

+. Center

~ Student Workers, 119 hrs,

[

!R,

Student Workers, 47 hrs, |

%

3 4 | Student Workers 24 s,
| | Student Workers, 10 hrs, -
1/3 Graduate Rssistant, 10 hrs.




C ORGANTZATION ChART

Library Director

Secretary o  Duplcating
. ; Machine Operator

Cp
[#1]

Acquisitions| | Public Services ﬂx Serials | Eata1bging " Média/ﬁurricu?ar Row]and’Lahg 'i
o o : ) ~ Center | [Sthool Lib |-
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* CIRCULATION TN RELATION.TO TOTAL COLLECTION

—

Glassification Letter

~ . Library of Congress \\ '

- % of Total
Circulation

, % of Total

Epaks-@

16.0

2.9 -

13,6
4.8
2.0

L™

1.0

L=

5.6
.8

" 4.2
2.5
13.3

4.5 |
7_3 FUN T R

7.9

3.7

10.7
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_ TABLE 3
CIRCULATION/PATRONS o o
Year . Total Circulation Patron Count

78,765 S 359,667

2
=
~J

[

1

il

wy

ot |
il

1971 85,712 378,570

. ]
i d‘
T
~J
]

1972 - 80,983 | 353,401 - .

'
. awad
w0
~
.m‘

1974

71,672 o 339,363

-

L1974 - 1975 69,463 - 370,990
1975 - 1976 88,576 368,324

396,819

1976 - 1977 51,177 .
496,348 2,567,134

— = —— — — 7 ‘ v
A ; i
29
52 :




Library of Congress
Classification Letter

% of Holdings
Present

Proposed Number of Bocks
Required to Reach Balance

7 A .6 0 Not Sig
I T 5.6 - 48,853 +4.48
c .8 -869 -.44
D 7.5 -4,347 -2.20
E 4.2 0 Not Sig
o 3.1 -2,134 -1.08
e 2.5 +1,838 +,93
- H f 13.3 +6,798 +3.44
J-K | 4.5 -3,083 -1.56 :
L | 7.3 +12,647 +6.40 :
M-N | 7.9 -5,908 -2.99
. p {? 23.2 -6,047 -3.06
Q ‘\ 10.1 -3,992 -2.02
R-S X 2.9 +3,142 +1.59
7 T-U-V o 3.0 0 Not Sig
\ | X-Y-Z if 3.5 -2,233 -1.13 “%gf
B b ) . ) /-

53




* PERFORMANCE EVALUATION PROGRAM

Tﬁé following program of performance evaluation, while patterned

"after one designed for the McGill University Libraries, is geared toward

"the specific situation at Ezra Lehman Memorial Library. It is the recom-

mendation of the Task Force on Grganization, Communication, and Goals and

Objectives that initial formulation of uﬁit and individual peffarmance

- goals and standards begin during Semester II, 1977-78, and be completed

by Septemﬁer 1, 1978. Semester I 1978-79 wnqu then serve as the first

review 5éf1ad w1th evaTuation tg be done by December 1, 1978, and gaa1s
and standards tq be revised by December 15, 1978.

3

Formulation of unit goals and unit performance standards

| In order to provide the framewark for an nrgan1zat1ﬂnal perFormance B
evaluation program at Ezré Lehman M?m0r1a1 L1bra;§“;t is requfred that a
list of goals be deve]oped within each_wo?ging unit. The unit goals
should relate to the overall 1%br§ry=quect%¥§s and should be designed
to deal with issues and activities of immediat;\coﬁcern, -~ To éssure that
.

reviewed and assessed per1od1ca]1y to determ1ne needed changes

Nh11e the supervisor may find it a re]at1ve!y s1mp1e task to prepare -

a series of unit goals, there is cans1derab1e value in hav1ng the members

gf_the work unit participate act1ve1y in this process. This will assure™

a share& understanding of the work by including the ideas and perspec-

tives of the staff and developing a deeper sense of commitment. - The

: =
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following steps are suggested as a way of Facus1ng staff involvement in

the goal formulation pfaééss :
Step 1. The initial step in developing unit goals is for each

‘member of the un1t to complete Worksheets 1 and 2 Each member of the-

unit should spend fifteen to twenty minutes campleting the warksheets

for his or her use in a unit meeting. The worksheets are not collected .
or gvaiuated in any way. On Worksheet 1 sta?F‘members wi11;ind%cate _ |

what they see as the majér activities of the unit and how they rank these

activities in importance. On Worksheet 2 the staff members will list the

three to F1ve most 1mpartant activities, and they will 1nd1cate for each

agt1v1ty some resu1ts that are measurabie or Qbservable The intent-is
to begiﬁ,ta answer three basic quest1cnsg-
| 1. What-does the unit do? v ; .
2. What i$ most important?. |
2 ;Héw does the unit kriow when it is succeésfu1? -
This step can be ac:amp11shed in at 1east two ways: ..the. superv1sgr can.__ -
‘distribute the worksheets a day or two before the unit meeting and ask
f**“%:“_&staff‘members to br1ng the cump1eted worksheets to the meeting; or, the
SUPEFVTSBF can ask staff members to campiete the wgrksheets at the start
nf the meet1ng 7 |
Step 2. The un1t superv1scr:cgnvenes a meet1ng of un1t staff tn
which the 1ibrary director is 1nv1ted The superv1sar then leads a
group d1scu551an a1med at comp1et1nq WDFkShEEt 3. This is aone to‘draw
on the exper1enca and 1deas of the staff in determ1n1ng what the unit

" should be doing, what is most important in. terms of the library's service.

B — objectives, and fow the unit will know when Tts efforts-are succ
L e conclusion of this meeting there should be general agreement on

I 51




- unit's activities, their rgiative importance, and some abservabie fESu1t5\ N

jties and:observable results from Ngrksheet 3 into more formal statements

defining the unit's major activities, their ranking, and a series of

. measurable or-observable results for each activity.

During this meeting one person should act as recorder. producing a

written reco?d of the 1esu1ts of the discussion on Worksheet 3. In many

' cases it will be helpful to list identified activities on a blackboard

= or flip chart, developing the 1ist by eliciting comments in a round
& .

robin fashion. This will lead to the participation oi most, if not all,

of the staff members, and'it'wiii help assure that an important activity3

~is not missed. - , , N : l

Step 3. At this point there shouid be general agreement on the \ N
fnr each activity. The purpose of this step is to translate the activ-

of unit goals and perfarmance standards on Narksheet q, These statements
will prQVide the basis for pianniﬁg, Qrganizing and a552551ng the unit's

work dUF1ﬂ§ the next evaluation pEP1Dd In additign these unit goals

gnais and standards ' o S e

and standards will DFOV]de a framewark fgr the development of individual

There are at least two ways in which a supervisor m1ght appraach this
process cf»trans1ating activities into goais, and observable results into
perfurmanceustanda?ds?

1. Since the task here is essentﬂa11y one of formutating
and recording the results of a unit discu351cn in which agree-
ment- on the basic issues has been reached the superv1sgr
might complete Worksheet 4 independently. If the supervisor
chooses this method, it is important -that. the results be ‘given

,  to each member. of the work unit for.review. The supervisor -
should then make sure that the goaTs and standards accurately
represent the results of the unit's discussions. This. check

might best be accng_lghgg_ln,a;bzleizunjicmeet1ng e e

&
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2. Another gpt1gn is to begin this translation process
in a group setting. While this-has the advantage of further
—developing-the staff's understanding .and commitment to the - -
process, it may prove to be too time- consuming in some

instances.

: Hhi;heverémetﬁod is used, the result will be a list of goals and related *
performance standards which wi?j form the basis of the unit's work for
the next evaluation period.

Unit stggﬂardsmpf'perferman:e are written, detaited statements of

expected productivity. Standards may be defined as cr1teria against
which results can be measured and evaluated. They tell what is expected
in order tg do a satisfactory job. Therefare they define how much must

— ——~be—dgne;'when ~it-must- be done, -and—how-well-the-activity or funct1un'must

~ be perfarmedi When praper1y defined, the standard will provide an QbSEPVi
haETe test of p;rfgfmance in terms of éugliEy, quantity; timeiinessgjcést,
or SSmé-bthEP dimensinﬁ of a process, a service, or a product. Hhiﬁe the
spec1f1c standards that can be estab]ished are 11tera11y end1ess, an
attempt shau1d be made to focus on those that_are essent1ai to. the success
Qf the un1t | In scme areaér §;;£1c1pants w111 f1nd the perfarmance stan- k
dards Easy to 1dent1fy and agree upon. These e]ements should be expressed .
=f1r5t and once exper1ence is ga1ned in using these standards, more complex |
1ssues might be dea1t with.® For Examp}e, in some areas, quant1f1ab1e
‘measgrespcannot be developed; qualitative ones that can be verified by
}%*;)i xiﬁudgmehtrandfcbservatieﬁ"sh@u1d be devised. ;k“ ' ?j .

Review of gnigfgga]é;gﬁdrperf@r@gnce standards.

Unit gna1s ‘and standards form the bas1s of the un1t work and pravnde

measures for unit performance. Therefore, it is imperative that these

T

" goals and standards be constantly testedlagainst expgrience:i They should
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be reviewed and revised on a reéuIar, periadic»basié to assure that they

are rea11st1c ach1evab1e w1th ava11ab12 resources, and cantr1butofy to

the library's service objectives. The review of un1t gaa]s and standards .

is centgred around four basic concerns: how well the unit has worked -

::taward achieving those goals; what forces have been obstacles to achieving

‘the gqa]s; what can be done to improve the unit's performance; and what

changes, additians or de?etians should be made to the unit's Qaaisg
The rev1ew should be carried out in a group Sett1ng with ail members

of the work unit. The basis of the review will -be the goals and standards

‘dgvelopéd!at the last unit goal-setting megting'aﬁd the review should in-

clude consideration of the Fe?iawing issues:
‘1. Which gaals were accomplished?. Can thesé perfor-

mance standards be revised upward within the existing staff.
~Teve15?

2. Hh1ch goals were not aczomp]ished or which standards -,
" were not met, and why? For example, goals or standards un-
realistic or unclear, insufficient staff, not priority goals,
_ influence of external forces such as unforeseen work flow from
other library units, the need to respand to unfareseen work.

-~ 3. MWhat goals ar standards~need to be changed?
Hhat goals need to be added or deTeted?

5. Have the unit's pridrities changed7 G1ven 11m1ted
resgurces, what is the mast important focus of the un1t7

Th1s review shcuid Qccur at TEast three times a year, W1th the suggested

. dead11nes be1ng the end of Semester I, end of Semester II, and the cinse

of the fina] summer sess1nn "Annually the review should 1ead to prepara—
t1an of a repart, wh1ch d15cu=ses the past year s major accgmp11shments :
and prcbiems and wh1ch presents the un1t s gcals and standards for the

review period. This annua1 review should be ccmp1eted by ear1y June sa

‘that pert1nent information may be 1ncarparated in the 11brary director's

|
annua! report. More frequent reviews might be ccns1dered as a means of

L3




refreshing theEgtéff‘s underétanding of an& commitment to the unit's
~;gaa1s; and making adjustments tD the unit’s\goa1s as required by events.

" It is important to recognize that goaTs are not r1g1d but rather must . <
adapt to changes in the resources ava11able ta d unit, the demands placed !
on a unit, and the peraept1uns of what can mnst usefu11y be accomﬁ11shed

in the f¥turei Un1ts and their- superv1svrs must decide how often a rev1ew
of Qnit goals is required, beyond the annual reyiew_ It is to be hoped

that the process will be a usefu] tool Fo%‘p1anning, arganizing, and

It is important that the library director ma1nta1n for each unit a

*!Ecmprehens1ve File Fanta1n1ng unit gaa15 and performange standards and

al1 rev1ews based on thase goals and Standards Duplication of f1]es
"will be necessary only if a un1t_superv1sor needs to have immediate access
to these dacuments;f - -

i

EprﬁuTation of individual goals and pgffgfmange’stan§§;d5=

H

" The 1nd1v1dua1 goa1s and perfarmance standards pragram 13 based on

| the fa1]aw1ng prem1ses,

1* The nature and extent of Cﬂmmun1cat1on between
supervisor and staff member is basic-to the prccess ' %

2.. In evaluatwng a staff member's performance, the -
Facus is on resu1t5 expected by all part1es i '

\

3; These results should be cgncrete when poss1b1e,
N measurab1e and aTWays 0bservab1e R ) \

_ 4. The indﬂV1dua1 s goals should relate 5pec1f1ca11y
~. to the goa1s of the work un1t

& s

ThE‘FaYIGwing steps are recommended for establishing indiidua] goals and:

perfermance standards

1

,(3;3 Lo | ‘ \ .
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{)31 tep 1. An’a&tivity analysis that identifies and briefly dESCfibeg

......

and the unit's group discussions. It can be deve1oped 1n1t1a11y by the
individual staff member‘an;worksheet 5. The list should. 1nd1cate the
relative impurtancg of the activities and the observable results for each
aétivity! The process, then, is similar to that of fomulating unit goals
and standards énd is-aimed at aﬁSWEF}ng three basic questions for indi-
viduals:

1. What do I do?.

e WAt TS OST important?

é._ Héw_dg I know when I am doing my job efféctiveiy?
Step 2. The individual's Tist of activities and observable results
forms the_bésis for a gaa1§5etting_c0nference with his or her supervisor
‘aijd at Feaéhing agreement on the inaividuai's goals ané perfﬁrmanse'
_standérds. The re§u1ting statement, to be done on Worksheet 6, will pro-
vide the basTs for the staff member's performance: evaluat1cﬂ During this

qéqézﬁgsgzgggference, the superv1sar and staff member should share the1rﬂadeasZande—¥~j
A perﬁept1ans on what can reasonably be}expected of the staff member's per- |
formance. Specifi; goals covering the next evaluation period should be
developed aﬁ&QFanked in imp@rténceg Perfafmaﬁ;e standérds are devéicped
-ba§ed'nn w&vk-exper{ence, pﬁojeéf%pns-cf Qarkiégd, and.a realistic view A
RS : of what is possible. Initially tﬁese standards might befe;perimenfa1 and
~should be Feviewed in twe to three months to adjust'them to reality. j

Standards should be both quantitative and qualitative.

f_;ﬂﬂ, Step 3. ._A_docur
| visor and the staff member w1th copies provided to each
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Per1ad1c eva1uat1an of 1nd1v1du31 performance

. __~_.ﬁ;}_:,,( N - e B i — I

The evaiuat1on of 1nd1v1duaT perfarmance shau]d be oriented thard
he1p1ng the staff member make his or her best cgntr1but1gn to the library's
pe?F@rmanée. The evaluation will relate specifically tu the- jointly de- -~

ve?oped eaa1s and perfarmance Sﬁandards, wh1ch have been based on the unit

gca]s It 1is imperat1ve that it Ee a canstruct1ve pracess. It shuq1§

- focus on perfarmance, not persaﬁaT ty. It should actively soli;it the
staff member's ideas regarding factors that are nbstacles to success and
possible means of avercnm1ng these obstacles. To the extent that the N
process 15 hharacterized by opennéss and honesty. 1t w111 identify the
strengths gf the staff member as we]1 as areas for improvement. It shcu]d
help, the superv1sor and the- staff member dﬂve?up a mutua1Ty acceptab]e h
work plan Far the next ‘evaluation per1ad

The process ‘outlined here places substantial responsibility-on the
supervisor fqr operating an evaluation program which is positive and
future-oriented. ~ It also pravides a-structure in which-the supervisor - e
can pian and organize the unit's work and'systema?ica11y develop the

~ staff to perform that work effectively.

The ty%sanﬁg§14§y3193tipns‘

At Teast three times a year (by the end of Semester I, the end of
Semester 11, and the c]ase DF the f1nai summer. session) the supervisor
and staff member 5hau1d meet to review the staff member 3 pragress This

rev1ew shnuld Fecus on the gua]s and standards wh1ch were mutual]y devel-

BB
=L
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concentrate on the future.  Each of these twi-annual evaluation sessions



i shcu]d be documented by a written abservat1an with Dne ccpy ta be

;"reta1ned by the superV1snr and one to be given to the individual. Once

a year, a formal document will be produced which becomes part of the

~staff member's personal file. This more formal annya 1 valuation is

discussed-later.

The tri-annual meeting should be scheduled a few days in advance.

- The session should focus on three general areas: ana]ysfs of the current

situation, obstacles to achieving goals, and elimination of obstacles.

What_is the current situation? Based on existing goals and standards,

how has the staff mémber performed? Hhich ‘goals have been or are be1ng

satisfacturiiy met? Hhere, if any, are the prcblém areas? Th1s part DF

the 1nterv1ew must be honest, yet not overly critical. It is impdrtant

ta achieve general agreement between the participants on how well wark is

béing perfarmed. Active participation by the staff member in this d1s—

cussion is essential. Most staff members will perceive hew well they are

“performing and discuss their performance if the discussion is oriented - - .- ——

f
Y

‘toward probiem solving rather than criticism, It-is‘up to the supervisor -

to create this kind of atmosphere. ~One aid will be to focus on the goals

rather than the staff member. For quantitative goals and standards, it

will usually not be difficult to reach agreement on performance. For X
una1itative standards, the supervisor will have to provide his or her - \\

judgment and must be willing to listen and respond-to the staff member's
judgment. While credit should be given for good performance, the super-
visor sﬁould look pérti¢u13r1y for areas wherekimprovement might be

possible and should discuss them openly.

Hﬁat“i?é’tﬁ*‘ﬁﬁ'taeTes, 1f any, to achieving the gcéT‘ GEst‘_Tes to

‘excellent perfarmance might be found w1th1n the staff member,;thé ?ibrary,.

fthe75uﬁerxisnr,;the jab_itéelf, or the staff member's coi1eaguég_ This

o
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part of the intefviéﬁ is concerned with identifying these obstacles so
Eﬂﬂfﬂf;~rwa§ti9n—§an7be taken to eliminate them, or at 1§ast to minimize their
inmaét.’ﬁExamp]es‘of common obstacles include:
7 a. gca1s set unrealistically h]gh §§3

b. staff member diverted from area of responsibility
to work on néw problem, etc,

c. 1nadequate planning,

d. fai1ure to follow esta?]isﬁed procedures,
e chaﬂged conditions in the work unit,

f. insﬁFficient motivation,

g.. inadequate tra,ning,

- h. iack of cooperation among some staff or from
 other_units_in the library, and

. l
Vo i. inflexible procedure.
. \ C . 7
These are, af'@eurge, only exampies. Whatever the obstacles to acceptable
perfﬁrmance ére, they'shahid be identified and, to the extent possible,

they shauld be agreed upan Here again the staff member s perceptiops

must be sought 11stened tﬂ, and discussed. While there is a natural
tendency ta.begame'defen31ve in an interview of this scrt,'it is necessary
to bring disagreeménts into the open and work toward some level of agrée-

'ment that can lead ta positive actiou.

Hhat can be dane to eiim.nate these Obsta¢]§57 Ciearly, scme 9bsta='

c]es Eannot be eliminated but efFarts must be made to lessen th51r impact.
P3551ble ;c]utians can be: apprﬂa;hed thrnugh the siaff member's ideas for
change. Changes might include alteration of procedures, an increase.in

theiémaunt of supervision, development of closer liaison w1th other work

units, etc. Of _course, the staff member might not. be_ weil,sulted,far the

iy

; ~ job. While this aﬁtuaiiy occurs infrequently, it is perhaps the mest

1‘diff1;uit,prapiem a 5uperv1scg will face. In some instances, the problem

. j

7 : i
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.can be resaTved w%th additional or specialized tra1n1ng, such as sk11]5
. | - training or human relations’ ‘training. 7iiﬁ some cases the tra1n1ng might
be provided by the supervisor or by some ather person in the library. S
* If the supervisor and stéff member can reach agreément aé what is needed, f
the supervisor must then determine what training resources are available
and decide what can bé provided to the staff member. In- those few in-
stances 1in which the prablem re]ates to the staff member's mot1vat1an or
innate inability, the SQPEFVISDF and staff member should far§¥‘attempt N
to reach an agreement oﬁ the nature of the problem. They should then
; devg1op-a épeqific plan for impraqémentg The final portion Df:the;trif
T annualevaluation interview should be devoted to summarizing the chief
points made:and to Forma1izing the goals for the next period. In many .
cases, these will be the same as, or very similar to, the previous
per1ad'5 goals. Specific mentien should be made uF areas for impruveme@t;
the means of achieving that 1mpravement and any spesiai training or
deve]apment from which the employee cou1d benef1tkﬁfhiskigformation

%\f
should be incorporated as part of the ertten observation which documents.

‘the informal review session.

CE—

tg,%

The annuai;evaIuatian

" By eaﬁly Juné each year a fa;ﬁal ﬁérfarmaﬁtT eva1uat1an for each
- staff member should be completed by the superv1sor and the staff member
g for the staff member's persnﬁai file. With perm1ss1on of the 1nd1v1dual,
this :11& can be made available to those persons or committees mak1ng ;

ﬁramgt1an tenure. or gther persann91 dec151ans The form is dESTgnEd to6_ -

B pecifj 1n a forma] way what the 11brary 3 Expectat1ans of the staff
member's performance. are, how well he or she 15 Fuf?11l1ng Lhose

a = : = 1
S : ., . . - )
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expectat1aﬁs, where improvement is considered possible, and what kind Qf -

act1an has been p]anned to 1mpr0ve pengrmance While the Fgﬁﬂ is 1n-

!ftfinsica11y*eva]uat1ve, the staff member hasfﬁhe opportunity to discuss

it with the supervisor and add his or her perspectives. Because the

o - form is based anztherperfarmance<gaaISEWhich have been developed by the
staff member and the supervisor; the annual evaluation is ba%ed on per-

Eforﬁaﬁ:e rather than personality.: if Ehe informal tri-annual évaiuat?gns -

&=

‘M

have been carried out successfu1iy, e annual evaiuat1cn should present
no majcf surprises; The annua1 performance evaluation conference is also’

an appurtunity fﬂr more detailed ana]ys1s nf the staff member s persunaT

' guaTs, deve1npment needs, and pntent1a1 For advancement

Ipéisqpefviscr should gtgpgrE'Fur)the evaiuation interview by .

. gathering as imuch i@farmatjcﬁ-as possible about the staff member's per- "

& ermance "In those instances in which a- staff member has more than one 3
xsuperv1snr, 311 shuu1d be directly. consu1ted fnr their perceptions” of |

i} lggf;i the staff member s level of perfnrmance in relatian ‘to-his-or- herigaa15; i
fﬁfj . The staff member should know well in advaace when ‘the Evaiuat1cn sesg1gn , ';f : /

r

is to occur and shau?ﬁ have ghe Gppbrtun1ty to present percept1ons of his
or her level of performance prior to the ;es§1nn_ This is opt1nn31 For
the staff member and is accempifsheé Ey the étaﬁf member 3 caﬁp]et1un cF ;
the same EVETuaticn fnrm as the superv1sur Th1; Furm is subm1tted to

the supervisor pr1ar to their meetings If th1s s dane, it prDv1des ad-
dit1ana1 1nfnrmat1on tofthe superv1sgr in Farmlng JﬂdngﬂtS and dEtEFan*
ing areas of bas1c agreement or d1sagreement F1na11y, befcre the eva1u— -
at1nn sess1an, the supﬂrf1sur Sﬁuu1d ;ompTete the eva1uat1an form and

i

— ~make it available- “for tﬁé staff member to reﬁ1ew one or two hours befar

3

- the session.
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| ?TWThe:E}éjgétiaﬁ d%écﬁ;gicn should be scheduled for an hour and should

 $§ caéﬁied aﬁt in a comfortable but private setting. The atmgspherev
“,féhould bévwarm, friendly, and productive. The intent is to improve per-
farmance, not to cr1ticize past performance The supervisor wifj, however,
" be u51ng his or her.pgrgeptlons of past performance to lead the discgssiaﬁ
- towdrd identifying def%ciencies and problems which require attention. ~The |
"~ typical evaluation session will have three d1st1nct sections: thé Dpening?

the discussion of eva1uat1an and the review of goals.

The opening. The SUPéFV1SGF should clarify for the staff member the

S purpose of the mEEtTHQ and Fxp1a1n the _ground,_rules_of confidentiality, in —

dicat1ng tne meet1ng w111 be most useful 1f 1t is a cand1d two-way d1s-
- gussion. The intent is to help the. Tibrary fulfill its function by
%5?": -utilizing the staff member's ideas,-skij]s, and abilities in a way that is
.; meaningfuT to the individual. a

Disauss1on cf the evaluation. The supervisor should initiate dis-

cussion of each partéaf the evaluation form.  He or she shcuid attempt to
%;w' :‘determ1ne the staff member s 1evei of agreement with each part and partic-

ularly the basis Bf any serious g1sagreements By de-emphasizing the’

 rat1ng aspects of the process and facus1ng on the staff member's comments,

| the djsédssion can be a useful explanation-of the staf% member's perception

‘ §€ hfs or hé?;jﬂb. \ This will allow the staff member to analyze his or her
own attitudes, perceptions, and goaTs—réaTisticéliy. At the same time the

superviéer, while recogniziﬂg the staff member's accomplishments, shoqu

indicate performance weaknesses and descr1be them as spec1f1ca11y as;
. possible. These cgmments should be based on the evaluation form and on
tﬁe staff-mEmber s performance goals and standards, not on the staff mem-

iber s character or personality, aven thnugh these may appear to be factors

* " 'which are affecting performance.



| .
- i o = : k4 ‘ ;
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There 1s 11ke1y to be substent1ve egreement on the me;er puqnts in
the eva1d3t1en, but the superv1ser should listen theuahtfu11y tu the staff

member s ecmments and be open ‘to his or her é1sagreements It/is partic-

ularly usefui to 11sten to eens1der, and to raspond te the %eff member's -

-B!Fceptionanf facters that have 1mpeded nerformance and of’grt1ens which

= l

might centq1bute to 1mpreved perfermeneee Frequently a s%#érv1ser is
unaware of|Feetcrs which frustre?e an Iﬁdfkﬁdualla perfermance and which
are epparent]y beyond the individual's coepiroi. As in the tri-annual

evaiuet1nn, it is important to fucus on thz future.

The superv1ser must e]se be e]e“* te t e siaff member S eﬁservet1nns

nf ferces Vorking aga1nst exee]?ent perfe?msnee An attemet must be made _

' te a11ev1afe the impact of tﬁese forces. If the diseessien'ieads to a

i

change in ep1n1en by the sup rv1ser, th1s should be neted on the evalua-

tiun ferm!i The stafF member| has the epeertunity te present h1s or her'

upinien en!the evaluation farm.

REV]EN ofvguals The A inal pert1en of the sess1on should focus on
summarizi ng the main points &f the discussion; cier1fy1ng any m1sundera
stsnd1ngs,*rev1ew1ng and rev1s1ng, if necessarx. the staff member s goals.
and stendards, and reviewing gﬁe agreed on aet1en p1an

At the,cene1us1en of the sEss1on, the staff member should have ga1ned

\
the follow % ‘

’J a clear understanding ef the superv1ssr 5 -
pereepﬁ1ens of the strengths End weaknesses of his or
her perfermence

2. § an understand1ng of what can be done to
imprnvelperformanee, \ .

3. an understanding of what the 11brary can and .
will de‘tn heip the staff member 1mpreve perforrance, and.



: . 4, an understand1ng of what kind and 1eve1 of

o serformance is expected during the next evaluation
period. This will be outlined in the individual's
new goals and standards. -

The supervisor should have & clear understanding of:

1. .what the staff member perce1ves as the problems
he or she faces 1n the job, _

. 2. what additional supervisory or tra1n1ﬁg needs
the staff member has, and

Co3, what kind of contribution the library can expect
from the staff member in the future.

e _V 71
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WORKSHEET NO: 1

. UNIT G0ALS: Individual Listing of Unit Activities

Please take ten or fifteen minutes to complete this form. The form is for
_your usé and will help to facilitate the unit discussion aimed at formulating
the unit's performance goals and standards. The form will not be collected.

What do you ses as the activities of this work . Rank in order of priority:
- unit? What dees the unit do? List as many of .y What is the unit's most

these activitius as possible down the left-hand - jmportant activity? Second

side. Be a5 descriptive and specific as possibled most jmportant? etc. '

|
|
]
I
i

S
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WORKSHEET NO: 2

: ,_UHIT GOALS: Ind1v1dua] L1st1ng of Observab1e Resu1t5 of Un1t Act1v1t1es

P1ease take ten or fifteen minutes to complete this furm L1ke Worksheet
No. ‘1, this w111 be used to facilitate the group d1scus§ﬁun and will not

_ be cc]?ected ! o L

On Hﬂrksheat No. 1 you listed and ranked-in. importance what you see as the
-major activities of your work unit. List the most important activities

below and. describe how the unit might know when it has accomplished these
activities successfully. Try to specify results that.are observable either

- by quantity, by time period (such as units of work per day) or by quality
‘(such as factors of user satisfaction). These results should be your view

of what character1zes a successful unit.

. PRIDRIIYTQETIy;Ti55, | |  OBSERVABLE RESULTS

n




- RANK

UNIT GOALS: Results of Unit Discussions

Name of Unit: ) R

Results of unit discussion held oni |

" This form is to be eempieted by the unit supervisor after the unit has

developed general agreement on the listing. It serves as the basis for
the unit's goals and standards and copies should be attached to the unit's
statements of goals and standards and made available to all members of the
unit. (Use an additional sheet if necessary.) - : ,

Based on the discussion of the members of the unit, the following are the

~_unit's major activities, jn rank order of importance, and the observable
results of each activity.” oo e

MAJOR ACTIVITIES OBSERVABLE: RESULTS.

1. “ - a.

2;7 o a.
b.
C.
- b.
) ) C. ; L

Major Activities - what does the unit do?

Ranking - what is most important? .

Observable Results - how do we know when we are successful?
- - what distinguishes acceptable performance?

*Definitions:




© WORKSHEET NO: 4

7 UNIT GOALS: Statement of Eéais and Performance Sfandéfég

Nare of Unit: . Name of Supervisor:___

-For a three month period begining; )

‘Scheduied for Rev1ew/Rev1s1on

" The. unit staff has reached agrEEment on the major aCtTVTtTES of the un1t
their rank1ng importance, and the observable results of these activities.
- The supervisor should translate these into a formal ‘statement of unit
goals and performance standards and distribute it to all unit staff.

<. This statement will form the basis for the development of .individual

performance goals and standards. -Some basic criteria to be considered -
~-in_the development of goals and standards are attached.

UNIT GDALS N QRDER OF IMPORTANCE | - STANDARDS OF PERFORMANCE




" Unit Goals:

.. WORKSHEET NO: 4
L © Attachment

- quteria;Far,theVDevgjgpmentlgf Uﬂjt;GDaTSiaﬂd,Sﬁéﬂdéfds

Each major activity of a unit should be represented by one or more goals, .
which are the specific tasks which must be accomplished to complete the
activity. - These'goals might be of a short-term nature, such as to test
and evaluate the impact of .a new work procedure, or can be of an ongoing

" nature, such as to develop more effective communication with. another AN
rela ted work unit, ’

- Criteria:

o - Goals should be achievable, yet challenging . )

0 _§3315 should contribute to achieving the 1ibrary's overall objectives
- o Goals should be'SPE§ific, each related to one-task

o . Goals should be measurable, quantitatively and/or qualitatively ¢ —

o Goals shou?d be understood and accepted by the staff charged with
carrying them out o - . ' .

o Goals should be raﬁked,in importance
o Goals.should be dynamic - i.e., adaptable to change
o Goals should: encompass all activities of a unit.

‘ Unit_Performance Standards: | i ;
Performafce standards constitute what is the acceptable level of performance,
given the needs of the library and the resources available to the unit. They

‘are the specific indicators of success in achieving unit goals.

Criteria: o _ o o
‘0 Whenever possible, performance standards should be measurable in
.- terms of: o L :
© = -Quant ity ~-- Amount_to_be done :
+ < Quality - How well the work is to be~done--— oo
- Rate - How many per time unit T A

- Time - How long.spent, expected completion date of
short-term projects, etc. : )

o Performance standards should represent what i3 énxageeptabie Tevel
of performance . . ' - _

_d - Pertormance standards should be based on past?éxperienée and, there-
fore; achievable. ’ ’

‘0 Performance standards should enable staff to know when they are
performing satisfactorily ) ' : A

. Performance standards should be tested against reality on a regular

basis and should ke revised upward or downward according to experience..
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© * WORKSHEET NO: 5

© INDIVIDUAL GOALS: Individual Ranked Activities with Obssrvable Results

This worksheet will form the basis for the goal-setting meeting between

a staff member and his or her supervisor. Based on past experience and

your work unit's goals, list the activities which you will be working on
during. the next evaluation period; rank them in order of importance, and
indicate the observable results. (Observable results should indicate how %
you will know when. your work is acceptable; how you know when you succeed.

Try to specify results that are observable either by quantity, by time

period, or by quality.) o -

RANK -~ ACTIVITIES . OBSERVABLE RESULTS

. R o .
— : . — <

I

%
|
1




WORKSHEET'NO: '6

* INDIVIDUAL GOALS: . Individual Goals and Performance Standards

Based.on the staff member's and supervisor's agreement on the staff member's
.major activities, 1ist the staff member's goals and performance standards-- -
for the next evaluation period. ' ' C :

_’EOALS N | PERFORMANCE STANDARDS

: 5 ‘ ;

Supervisor's ~ Staff member's ’
signature: .. T - “signature: - _




ANNUAL PERFORMANCE EVALUATION

!,VPerfuﬁmancé EVE]UEEiQﬂ:szli i . By:
1. EVALUATION SECTION
Describe briefly the staff member's level of suzéess in achieving his or
her performance goals during the past year, What have been the contrib-
uting factors? Consider work load, organizational obstacles, amount of
supervision available, amount of training provided, etc. Be as speci- I
fic as possible. .
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" I1.. ACTION PLAN

specific action planned as a result of this evaluation, e.g. revise
goals, -investigate trainming;- change work procedures, shift work
priorities, etc. ' :

S STAFF MEMBER'S COMMENTS (OPTIONAL)

Each staff member has the opportunity ta'add his or her comments to this
_evaluation after reviewing it and discussing it with his or her super-
visor, : ' : o

!,

IV Supervisaﬁfgf;ignature:,f L R i Date:.

: . staff member's signa;urﬁr- e Date:r

A:capy of the indigiduaﬁ goals (Worksheet No. 6) mayvbe attachégz’ .

- |




" LIBRARY USER SURVEY . oy

o SHIPPENSBURG STATE COLLEGE /
e SHIPPENSBURG, PENNSYLVANIA A

' The Ezra Léhman Memorial Library at S8C 1s conducting a user analysis as R
‘s besis for improving our services to the scademic comwnity, We ask for Y
" a small effort from you which can be Of great assistance to us, The guestion= 5
. naire is designed to identify what you think of the Library and of our .
programs. This knowledge will help us to better plan to meet your needs.

Will you help us: by spending fifteen or so minutes answering the question-
naire? Plesse select an answer even though you might .feel a bit uneasy
mbout it. It is very important that EVERY QUESTION BE ANSWERED. .

o _ - :
IF YOU HAVE ALREADY COMPLETED ONE QUESTIOSNAIRE IT IS NOT NECESSARY THAT
YOU COMPLETE ANOTHER ONE, o

i
il

1, Please check: -
Freshmaa o S © . Instructor
—.Sophomore _____Mhgsistent Professor ) oy
._Junior i 7 —/__Associate Professor -
. Senlor » o - ____Professor, ,
_____Graduate (Bachelor's degree ~ Other (specify) .
. o from SSC) - , :
Graduate (Bachelor's degree = . _—
c from other college) SR | B
- Continuing Education -
2, What is your course major (4 partment)? 1 .
' : ’ 4
i

_Weekly
] 7,,,Never

3. How often do you use the SSC Library? . Daily
___Monthly .- Several times a Semester =

L, 1If student, check your residente: ____On cempus /i__z\_Pff Campus (SdBG) .
| _ ,_foi‘ campus :‘(xﬂamutijns)i o o N |
5. What time of ﬂay do you prefer to use tne‘libre.ﬁ?‘ Check three pre- '
~ferred times in order of their preference for both weekdeys and weekends,
"~ ‘Preferred time ;S;s no., 1, second best is no. 2, and third-choice is no. 3.
. . L 7 Summer = |

S . © Semester 132’ .| Session A
Weekdays - = . Weekends ' . Weekends U




L]

" &.. Do you use any libraries besides the SSC Library for. study or research. -
- purposes?. . i___’Ies o Noo. T I
i { : . o : N U LT K
7. If you do, name thow ond indicate the frequency with ‘which you. use them;f
' on L How many times.per —° S
Week ' Month  Sembster -
. or _ or o : I

L)

,\Li‘brs.rg

N % : I

Convenience of’ location

) WHY? . ___, Better resources than SSC (Books, magazines, ete.)
o ~___Better Physical facilities o o
_Other N - o : L

' S o IMAGE SURVEY °©
Appesring below are a series.of terms and phrases which ~epresent contrasting views of the College
and the -Librarys These various terms and phrases describe different elements which the College
and the Library may select to emplasize In purduing thelr mission. Some of Ath?m also ;h;rg:iér‘ii;e
. w well the Library is fulfilling its role within the :Colleges Taken collectively thg Vtggﬁsrmrd
{ hrases set farth an image of the Librarys They reflect what you, the users, thiak apout what we
 ake doing and how well we are doing ite You are asked; therefore, to comple te the }migg survey by-
plachng an 0%% jr the box which best jndicates your view on each Issies Your first impresaion iul.}a
.« probdlly best represent your view, Therefore, answer quickly and don't try to evaluate exch tergs’ o
' ~ We fant your general impression of the Library and some College jssues which are related fo the ™
Librarys Answer quickly by placing an nx" §n one of the boxes bgtwien the two tgm;iﬁj phraséss

. 0
_Shippensburg iss | L / " . _ 3
x| [+ Sort of ald-fashioned

" EXAMPLE .

Really modern [ i

LTHE COLLEGE 153 o . B,

2

I [ N, Tradi tional -

Innovative - ) f

/
Research Oriented Y A »
. : . . i .= L 3 R
Moatly Concerned with A C Hestly ;;QBE§TEE§ Alth . -
Graduale Progranms L L I - Undérgradus te Programs

p Experiencing Increasin . R o E?F‘rigégiﬂs,Dgéﬁ‘,‘sﬁ.‘? T
!,f Firancial Support 9 { ;| L ] Financlel Sup;-grtri

[~

" Emphasizing Career _ .
Education ., . s

1
L Declining’
1

Interested Only In Present

Esph:sl?i ng Arts and’ )
Sciences /

5 . | N .,

[
’ “3' ~ Growing . B
)

.Figﬁﬂiﬁé for the ‘Future Ll ~
. < B £ o ) ) é
. . orientad Towsrd o i : . Qri‘ﬂt?d Tﬁw? i
. , Or=Canpus Students I A 7 A 0f f=Gampus Stustnts
B . \ e » ‘ slosed To New Teaching
. . .Open to New Teaching * ) . Closed To New ng.

L

Mostly Conmarned Abaut ‘ b » S ‘bstly Gﬁﬁn;grﬁgd’ A}jﬁluﬁ
Faculty S ) ) 7 ' A - Students : ,

A ruiToxt provided by ERl

I A B Instruction Orjenied -~ . .
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k=t Very Lppﬂllf’ng

.

- Inwlting

Hard to Use

\
.

Valuable 0f Li tile Value

L

Eamy to Use | 4 . i
L
L

.

M.
. |
e e P P~

A Good Place to S-udy A Peor Place to Study

-Helpful UHhalpfgL

~
|

L
Faculty Oriented | S S l ., Student Orlented

Concerned Mostly with

it ot A I nformation Retrieval

Information Storage

CLu Lttt

o
\‘ |
Ll

A Hinor Part of the

An lsportant Part of ‘the | s iructional Process

Inatructioral Process L1 .
Wi

i e

Aware of User Needs F Unsvare of User Needs .

Concerned Vostly with

Concerned Mostly with Providing Imfornation Eervice

Maintaining the Collection I i1

~

. L » the
A Signiflcant Contribuior to :n:;::ifgzg-ggg;;ﬂ

~ - thwe Instructional Process /S A |

Not Egsmnsi've to User Needs

' Eéapé;\;ivg to User Meeds L A [

" st “re 5 ’ v Ipterexted In .
Hestly Interested in ) i antly nte
Preserving Books . ) S R R S Helplng People

-

9, Flease circle the frequency with which you use the library fi'ﬂr- the

o following purposes.
o ' 1 - pever . 3 - often
' -2 = seldom . 4y - very often

‘B, Tﬂbﬂﬁ?ﬂlibraﬁmatgfiﬂligiggii:ﬂir’éi?
b, To find or study meterial required for a course, . s
¢, To find or study matzrial for self-improvement . < « .
d. To find or study mate;:al for pleasure or fun. , « « ¢
. e, To do research for s term paper or research project. ,
e ¢, To find or study material op resServe . s-¢ = ¢ = = & ¢
" & T6 consult librarian about course or research needs. .
e hu Té St\laY'gQUI" own books or BQ‘tEE . 4 @ - w'®m & = = W% ¢
;.V‘; S d. To Phg‘taﬁﬂpy some mE-tél‘iEl ¢ & & v o8 = w s &t & = o 4
4o 4, o borrow matexials from other libraries « + ¢+ ¢ o o ¢
k. For some other purpose(s) (speeify) _ . —— - °

I
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10,

11,

N =49

el ,! -

Circle the number which best designates your
you néed from the library. _
1.- pever use 3 -

2 - not very successful Y~

CFINAING DOOKS o o o+ o s o o & & 4 b - o
. Finding jowrnal articles .
Finding the information you nead

. * 8 B & F %

Usipng the card catalog. « o « « « =
, Using indexes and other aids .« « « » « «
g. Obtainjng reserve material
h. Obtaining audio-visual material « o « «
1, Finding Covernment Documents « « « o' =
). Using the Pennsylvania Collection . « . .

e L T L B

Getting assistance from the 1itfafy{§t§ff ,

success in obteining whab

successful
very successful

ol TR~

.

L]
.
L1
*
L
ol el S

k. Other(s) {specify) _ . :

O —

COMENIS:

“1

Cirele the number which best indé’~ates your -evalw

gervices offered by the library.
' 1 - no opinion
.2 = poor

Having the material you need . 4 .« - ;
welp from the circulation desk dee e
Help from the reference desk o« + + & s o @
Convenience in using the library . - « v ¢
The library environment .
7. Listing of periodicals and serials « « »
2. Microfilm readers and printers ¢ . o + »
h. .Borrowing library materials from other
{1, PROGOCODYING « o » o ¢ = s ¢ o = & ¢

Bs
b
Cs
G

e = & & = % % *

libraries . . »
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tion of the £&1lowing

3 = fair
} - good

2 L] - -

j. Other(s) (specify)_

3 L
3 &
3 L
3 b
3 b
s L
3 L
3 4
3 4
3 4
3k
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12, Circle the number which best discloses hov helpful the library stalf
is in assisting you. 7 7 7
1 - never consult library steff 3 = helpful
2 - not very helpful g } -~ very he}gful
‘8. Finding botKS . « « o o o « v & = .
b. -Finding Journal articles. . « «
c. Tinding the information you need,
b ‘ i- USiBE thg Eglid Eﬂtvalgg- & % & # &
- e. Using indexes and other alds. . .
’ £, Obtaining avdio-visual material .
* ge Finding Government Documents. . .
h. Using the Pennsylvania Collecticn
% i. Other(s) (speeify__ __ __ _*
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COMMENTS:

13. Circle the number which best represents your view on adding the following

library services: .
: 1 ~ bave po view 3 - desirable
2 ~ not very desirsble } - very desirable

o

&, Provide a required course of libraxy instruction. . -
b. Provide ap elective course of library irstruction . .
c. Provide lgbrary ipstruction as part of a existing
requUired COUrS€ , + « o » s s s s ¢ t s ¢ & s & o o0
d. Provide more informal fustruction on use of
the 1ibrayy « - + ¢ o « o o s s =« o o I
e. Rent locker spa e in 1ibrary. « « s s+ s o = ¢ @
f. TInclude more audic-visuel material in library .
g; Additionsal Py Phél}eﬁ 'a s s 8 % ® 4 & 4+ = & o

Ty

-
¥

h. Rent eleétric typewriters o o ¢ o 2.0 ¢ o7
{. Furnisi more free mapual typewriters. . . «
" J. Furnish private study rooms 9 students

.By:thEhﬂurgi!iigvliiiiiﬁ

E:‘ftthe clsy. s 5 & 8 = e s e = ' e 5-

BY‘EEE veek . & o s 3 8 5 = @ J . j-
k. Furnish caleulatc. 3 » s« o o s s = ¢ ¢ &
1. Furnish Pen/Pencil vending mechine, ,
. m. Furnish paper vending machine . « » + o
n. Other{s) (specify) R N
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- e : SHIPPENSBURG STATE COLLEGE
‘ Ezra Lehman Memorial Librar
17 November 1977

SUBJECT: Library Support of MBiA Program

To: Herb Roth, MBA-Coordinator
Cynthia Blakeslee, Lancaster County Library

FROM: Scott Bruntjen éi;;;g%ifg

In our meetings on 15 November in Lancaster and 17 November Aat
Shippensburg, we have finalized the follewing:

. 1. Contact and coordination. All contact will be between
‘Scott Bruntjen and Cynthia Biakeslee cr their designees. Shippeusburg
will =ry not to have our faculty or students cause any extra workload
for Lancaster. : :

: 2. Reserve, Reserve will be operated much as it is at
Shippensburg except that all items will be for use in the Lancaster
Livrary only (Do not circulate”). Reserve iiems for Lancaster will
be sent to Library Reserve Nesk at Shippensburg. Shippensburg will
process jtems and send them to Lancaster for sirculation. We will
attemp: to keep changes during the semester to a mininum.

3, Library Instruction, Cynthia Blakeslee will sct as *the
1ibrarian for library instruction at the Lancaster site. She will meet
each class early in eacli semester to work vat administracive detalls
(Le: Lancaster Library carxds, how tu get reserve naterials, etc.).

She will provide lectures on the use of librarv macerials for claases
as requested by instructors. Ms. Blakeslee wiil work with the reference
department at Shippensburg in developing strategies for this instruction.

‘ Ay gg;;e;t;:nféeyglgpméﬁcg The best purchase arrangebent would
be dollars provided to Lancaster Library to purchase itess for that library
that support needs of Shippeasburg gsrudents. Herb Roth will sef =% a meei=
ing in Sprung, 1978 with Lancaster area businessmen. Before th L meeting
it would be ha=lipful for the Lancasfer Library and Shippensburp to prepare

a fairly detailed proposal.

A [ ]

Details on these points will .c worked out before 12 Decevuuver 1977.

xc: J. Sheffer, R. Case, K. McFarland _ .
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